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RESTRICTED , e —
( HDM-DRAFT )
27 June 1950
MEMORANDUM FOR ¢
FROM : Management Officer
SUBJECT ¢ Draft of Administra tive Instruction re Reports

of Changes in Persomnel Status

le There is reproduced below a draft of a proposed Adminlstrative
Instruction concerning the reporting of changes in Persomel Status,

2o Thle instruction is intended to simplify and coordinate the
system of reporting and disseminating this type of informabion. It will
eliminate the use of Forms Noe 37-3 and 38-17 and the 8pecial felephone
Directory list which are required under existing regulations. Under the
proposed system a bi-weekly report will be submitted 4o “he Machine
Methods Division,0CD where it srill be punched on to IBM cards,

Machine listings will be disseminated from this Division to authorized
recipient., including, Personnel, Fiscal, I&SS and the Telephone
Information Desk, ‘

3+ Request that you forward your concurrenco or comments on the
attached sheet to this office by 10 July 1950, : .-

25X1A

ADMINISTRAT IVE IW
NC:

SUBJECT: Report of Change

le Reporting of All Vouchered Persomnel

In order to establish current and accurate records concerning the 1
status and location of Agency personnel by machine methods all Assistant
Directors and Staff Chiefs are directed o forward the folloving informa=
tion concerning all vouchered personnel in their respective offices to
the Machine Methods Division, 0CD,

ae Full Name :

be Building & Room Number ' ‘

Ce CIA Telephone Extension (Checking those names to be included in the
C CIA Telephone Direc tory)

RESTRICTED
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2+ Bisweekly Reports

“ Form Number 36 (=~) will be submitted each two weeks on ‘the same
daté as the Bi~weekly Time & Attendance. Report, to the Machine Methods
Division, 0CDi This form is to list all changes that have taken place
during the previous two weeks, Negative reports shall be submitted

when no changes have occurred,

FOR THE DIRECTOR OF CENTRAL INTELILIGENCE

I 25X1A
cting Executive

RESTRICTED
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< Torin Hoe 36-
Edition July 1950

~

This form is Lo be filled out on same date as the biweekly Time and Attendance

N

BI\'IEEI{LY REPORT OF PERSONNEL DATA

Report, and forwarded to the Machine Methods Division, OCD, M Building.

EFFECTIVE DATE :

OFFICE:

DIVISION:
(Opticnal)

CIA ROOM & TLLEP:IONE NUMBER CHANGES

ADD FOLLOTING? DROP FOLLOVING :

: (Fill in only necessary items)
Name Name
Bldg Room Noe ] Lldg Room No.
Lxt, Add to Directory /7 Exte Delete from Directory
Name Name
Bldg Room Noe Bldg Foom Noe
Exte Add to Directory /7 Ext. Delete from Directory
Name N Name
Bldg Room No. Bldg Room Noe
Extto Add to Directory ixt. Delete from Directory /7
‘Name Name
Bldge. Room Noe Bldg Room No.
Extbe Add to Directory /| Exts Delete from Direcﬁory ___/7
Name Name
Bldge Room Noo Bldg Room Noe.
Exte Add to Directory /77 Ext. Dolete fron Directory /77
I\Iamc; Name
Bldge. Room Noe Bldg Room No,.
Exte ‘Add to Directory /7 Ext. . Delete from Directory //
Name Name
Bldge Room Noe Bldg. Room Noe
Ext, Add to Directory /7 Ext, Delete from Directory /7
Name Name
Bldg. Room Noe Bldg. Room Noe
Exbe 4dd to Directory /7 Ext, Delete from Directory /7
Name Nome
Bldge . Room Ho. Bldg. Room No, _
Ext. Add to Directery ﬂ Ixt., Delete from Directory __/_7

VER
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HOME ADDRIESS AND HOME TELEPHONE CHANGES

Nama
Home Address
Home Telophone

City

State

Name .
Home Addresg
Home Télephone

City

State

Name
Hone Address
Home Telephone

City

State

Name
Home Address
Home Telephone

City

State

Name
Home Addross
Home Telephone

City

State

Name
Home Address
Home Telephone

City

State

Namo
Home Address
Home Telephone

City

State

Name
Home Address
Home Telephone

City

State

Name
Home Address
Home Telophone

City

State

MARRTAGES, DIVORCFS, AND NAME CHANGES :
marriages, divorces; and name changes be
- of the Personal History Statement must be
submitted to T & SS for all marriages,

Regu.ations require that all
reporteds Appropriate sgctions -

Name (As now recorded by figency)
New Name.

' Married/7 Divorced/77 By Gourt /7

HNamo (s now recorded by Agency)
Newr Name‘

Married /7 Divorced /7 By Court /7

EAS

Name (45 now recorded by Agency)
New Name T

Merried/ /Divorced/7 By Gourt [7

fA—

Name (4s now recorded by Ageﬁcy)
New Name

‘ Married_/__’_‘]Divorced_/__—] By Cowrt /7

Approved For Release 2001/08/02
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[ -
CENTRAL INTELLIGENCE AGINCY et A
Washington, D. C.

STATINTL

ADMINISTRATIVE INSTRUCTION -~ 3 June 1948
NO.

SUBJECT: CIA Forms, ¢

STATINTL
Rescinds Administrative Instruction- dated 3 Octover 194%.

1. Requests for new and revised forms should be submitted to the
Executive for Administravion and Management on Form No. 30-11, "Request
for Approval of Forms! (see attachment), torsther with draft of proposed
form and "Reproduction Requisktion," Form Ho., 36~2. U"Requests for Sup-
plies, Equipment or Service," Form No. 36-7, will be used in lieu of
Form No. 36~2 when procurement is to be made from outside sources.

2. Assistant Directors and Staff Chiefs are responsible for insur-
ing appropriate cocrdiration vrior to submission of proposed forms for
final action. This cooxdination should provide for maximum utilization
and s tandardization for intra-office or intra-agency use, including
elimination of unnecessary or essentially duplicate current forms.

3. The Management Branch, A&M, will provide procedural and format
assistance in development and utilization of proposed forms.

ls  Requests for forms stocked by Services Branch, A&M, will be
submitted directly to the Supply Divisiony Services Branch, on Form No.

36-T.

5. All offices which maintain an exclusive inventory of forms will
submit Form No. 36-2 or Fcrm No. 36-%, as appropriate, to the Management
Branch, A&M, when reordering such forms.

6. Two Ffinished copies of all new or revised forms will be forward-
ed to the Mansgement Branch by:

a« Reproduction Division, Services Branch - when forms are repro-
duced within CIA. :

b. * Supply Division, Services Branch - when forms are obtained
from outside sources for central stocking within CIA,

{ c. Using Offices - when Forms are ordered from outside sources
! and stocked only within the using office.

|

!

!

FOR THE DIRECTOR OF CENTRAL INIELLIGENCE:

STATINTL

b

Executive for
Administration and Management

L
Attachment
DISTRIBUTION: A
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»

REQUEST FOR THE APPROVAL OF FORMS

{ NOTE: See Instructlions on reverse slde.

i |TITLE OF FORM PROPOSED EDITION . | TYPE OF FILE

L kew [T vistee [T_Jsinoer

N ) T reviseo 3 verticte | Jrowoer ¢
§ NUMBER AND EDITION DATE OF EACH FORM SUPERSEDED . SUPPLY OF CURRENT FORMS :

[T Jro seusep ] ]noT To 8E USED

JUSTIFICATION i ; ‘
PUBLISHED AUTHORITY DIRECTING USAGE; PROCEDURAL PURPOSE!; SPECIFIC ORGANIZATIONAL UNIT INITIATING THE FORM; NUMBER OF
COPIES 1N WHICH PREPARED AND THEIR DISPOSITION : :

COORD I NATED FOR STANDARDIZED APPLICATION CONCURRENCES {intra-agency qslng offices or officlals)

Dol Jves - [wo

| *
‘ . . . .

: REMARKS: . ‘ SIGNATURE

1 .

1 DATE

| M

% FORM NO. %yo o\ - *iyse reverse side If necessary

{ . dun 1948

_ -Approved For Release 200

e R
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ADMINISTRATIVE INSTRUN 1, December 1949
NO.

SUBJECT: , Forms Contrél and Stendardization.

RESCISSION: Administrative Ihstruotion Nb.- dated 3 June 1948

l. The CIA forms control and standardization program is designe
to promote procedursl effiociency, eliminate duplication of forms, aohieve
soonomles in the proourement, stoocking, and distribution of forms and re=-
duce the man-hours required to process them.

2+ A form is a printed or reproduced document with blank spaces
provided for 1lnserting specifio information. A "form letter" is a letter -
printed or reproduced to furnish information for repeated mailings or :one
mailing to numerous destinations. Form letters with or without blank spaces
are consldered forms for the purposes of this directive.

3. . The Management Staff is responsible for:

a. Reviewing, recording and approving requests for the use,
reproduotion, or procurement of all Agenoy forms.

bs Reglstering and assigning identification ts forms. .

e Establishing and applying design and specification
standards to ferms.

d,s . Aralyzing forms for essentiality, purpese, content, .
simplification, consolidation, standardization, and related.
procedures.

ee - Furnishing technioal assistance in designing ferms, .

f¢  Making recommendations in connection with the procure- -
ment, storage and distribution of forms.

ge . Initiating surveys for the purpose of eliminating unneces~
sary forms. '

h. . Clearing with the other agencies on matters pertaining ‘e
thelr forms used by the Agenoy. .

i, Evaluating the forms control and stenderdization prbgram.
L, . The olasses of forms used in CIA are:

ae CIA Porms - Approved by the Management Staff for use of
%he Agency. .

b. Standard Forms' = Approved by the Bureau of the Budget
or the General Accounting Office for the mandatory use of other
agencles. .

.
RRSTRICTAD
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os Civil Service Formé - Presoribed by the Civil Service
Commission for the uge bf all Federal agencies in the adminis-
tration of oivilian persomnel.

4. Miscellaneous Forms ~ Developed within and approved by
other agensies whioh ocannot accurately be classified under s,
b, or o above but whioh are authorized for use of CIA.

o 5. Assistant Directors and Staff Chiefs are respensible for insuring
appropriate coordination on proposed forms and providing for maximum utili-
zatiyn and standardizetion for intre-office or intra-agency use. Where
pospible new forms will eliminate essentially duplicate current formse

6, Ruquests for new or revised forms shall be submitted tu the
Menagement Staff on Request for Approval of Forms (Form No. 30~11) with
a draft of the proposed form and Reproduction Requisition (Form No. 36~2),
Request for Supplies, Equipment, or Service (Form No. 36-7) shall be sab-
mitted in lieu of Form No., 36~2 when procurement is made outside the Agenocy.

7» The printing, reproduction, proourement or use of forms within the
Agenoy is prohibited without the prior approval of the lManagement Offiocer.
Two copies of lmprovised forms ourrently used shall be submitted with Form
No, 30-11 to the Manegemeni Officer for-approvai,

8. Requeats for the discontinuance of approved forms shall be sub-
mitted to the Management Officer by the office which initially requested
approval,

9. A functional list of all approved CIA forms and a numeriocal list
of all non-CIA forms currently stocked in the Supply Division ore attached
as an appendix. An amendment to the list will be issued each quarter. A
revised list will be issued on 1 July of sach year,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

aptaln,
Executive

? ATTACHMENTS: Ly
Appendix
i Y. Functional Index for CIA Forms
| 2. TFunctional Listing of Approved CIA Forms
3. list of Ctandard TForms Stocked in CIA
J,#. List of Civil Service Forms and Miscellaneous Forms
DISTRIBUTION: A -2=

RESTRICTED
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LPPENDIX

M e e h e et b o ———

ALDMINISTRATIVE INSTRUCTION -
25X1A
31 OCTOBER 1949

RESTRICTED
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FUNCTIONAL INDEX FOR CIA FORMS

SUBJEGT . PE3E NUUBGR
Accounting, Accounts and Audits 1.
hetion - L o 1.
Allotments and Allocations 1.
Lpplicants, Lpplications, Lppoirtments, Personnel i C
and Personal Data 1.
Approvals 2e
Attendance and Leave © 2
Charge-Out and Filing Devices 2.
Check Sheets 2.
Tlearances 3.
Coding 3.
Contact, Liaison and Interview 3.
Contracts and Agreements 4.
Control and Follow-Ups 4,
Demage, Destruction, Salvage and Loss 5
Distribution, Delivery and Disposition 5.
Examinations and Tests 6.
File Slips 6.
Indebtedness 6.
Information Requests, Reports and Resords 7
Instructions 8.
Inventories 8.
Lettsrheads 8.
Logs and Rezisters 8.
Mail, Courier and Messcngor 9.
Medical 9.
Obligations 10.
Crders 10.
Passes, Pass and Admission Records 10.
Pay Roll and Time Records 11.
Production . 11.
Purchase 11.
Receipts and Receiving 11.
j Recruitment 12.
| Reference Index 12.
i Reports and Statements 12.
‘ Requirements 13.
Requisitions and Requests 13.
Rosters and Strength Reports 14.
Routing, Signature and Memo Sheets and Slips 14,
Schedules 14,
Status 15.
Surveys, Studies, Investigations and Inspections 15,
Telecommunicsetions 15.
Training : 17.
Trensfers 17.
T £
"~ RESTRTCIED i
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FUNGTIONAL INDEX FOR GIA- FORMS

SUBJECT S PAGE NUMBER
Transmittals ‘ 18,
Travel, Transportation and Shipping 18.
Vouchers . 19.
Work Sheets, Charts and Graphs 19.

. =D
! .~ RESTEICTED
i alidotod
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FUNCT-IONAL LISTING OF APPROVED CIA FORMS

.CURKENT
FORM NO, TITLE EDITION DATE
Adcoun‘cing, hocounts and Audits
33-16 hocounting by Individual for Advance JUN 1949
32-18 Post Allovance Audit Card FEB 1948
313 Pastage Stamp Disposition Rocord and Sum-
mary Report 0CT 1949

3,~102 No Title - Request to carrier for rebilling

of Transportation Request because of un-

used portion of ticket. JUN 1949
31,<103% No Title - Reguest for clarification te

permit prompt settlement of billing (Bond)  JUL 1948
3)4—103 No Title - Roquest for clarificabion +o

' ' permit prompt settlement of billing

(Tissue) JUL 1948
3).;—-1OL; Request for Information Relativoe to Dis-~

position of Certified Voucher Covering

Account octr 1948

36-88 Reconciliation Card ' JUL 1949

57-13 Cash Journal : JAN 1948

59-1; Financiel Status of Project JUN 1949

Aetion

37-1" . Confidential Funds Personnel Action AUG 1949

37=3% Personnel Action Request JUL 1949

37-1 Placement iction Slip FEB 1949

37-65 Personnel Action Route Slip JUN 1949

37-109 Personnel Letion Trensmittal Memorandum JUN 1947
| - 37-111 . Canceled Personnel Action _ SEP 1949

4llotments and Allocations

32~5 Advice of Allotment Authorization AUG 1948
32-7 Request for Change in Allotment _ NOv 1947
33%-20 Report on Expenditures and Budget illo- .
cations MAR 1948
59-2 . Excerpt of Financial Data : JUN 1949
59-5 OFC Administrative Allotment Advice JUN 1949
59-5 0TC Administrative illotment Advice (Tissue)  JUN 949

Applicants, Applications, Appointments, Personnel and Personal Data

23-1 4pplicant Record Card NOV 1947
33-2 Foreign Duty Data Sheot® - . HAR 1949
-1
RESTRICTED .
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FUNCTIONAL LI:TING OF APPROVED CIA FOR.(S

‘PORIL HO. TITLE

Applicants, Applications, Appointments, Parsonnol

CURMENT
EDITION DLTE

ond Personal Dabn (cont)

Charge=-Out and Filing Devices'

35-13 . Docunent Charge-Out S1ip
- 35-24 Serial Removal Form ‘

35-26 . Abshract Charge-Out S1ip

35-28 File Cherge-Out Slip -

Chaq'lc‘ Sheets - -
Choex A2,

&2-11 Ooth of Office DEC 1948
26~39 ipplicution for Parking FEB 1947
37-20 Sorvice Record Card - Thite 'EB 1948
- B7-22 . Within Grode Promotion Record Juil 1947
37-358 Housing Application JUL 1947
37-49 Applicant Date Form JUL,1948
3750 Porsonnel Dote Form JUL 1948
37-58 Military Record : 4PR 1949
37-105 Poriodic Pay Increaie Report OCT .1949
58-1 Persondl History Stetement , SEP 1948
38=-1A Personal History Statemnent - Appendix 1 1UG.1948
38-38 Application for Employment L . JUL 1948
38-39 Wotice of Pingerprinting SEY 1949
51~24 Personal History ‘ : JU L 1949
51-105 o Title ~ Lotter of Appointment
‘ (Unvouchered Zmployees JUi 1343
56-65 Enployec's Tnfornation Form = Field MAR, 1048
© 56-67 Employee's Informetion Form - Departmental, 4LUG 1948
Approvo.ls
10-1 sdvice of Project dction JUW 1948
38-101 decurity approval = 1LY 1949
Abtendonce and Leave
35-30 - Duty Status Report JUN 1949
35-22 Bi-Weekly Attendance Record 4R 1947
38-29 Lttendance Report DEC 1947
56-25 Daily Attendance Record - Voice 1’[9_;1'1tdring D T
Section S T MR TL9AT

HOV 1946
AFR. 1947
LPR 1947
IR 1949

JLE 1048

S8=7 Scourity Check Shest S

388 stoff Duty Ofiicer's Check Tist' : JUH 1948

56-14 The Daily Report = Stencil Checlk She 3t IR 1947

70-22 Final Checking Record FER 1943
=

A .
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FUNCTIONAL LISTING OF APPROVED CIA FORMS

CURRENT
FORM NO. TITIE EDITION DATE
Clearances
20-2 Record Card S JUN 1948
27-101 No Title - Office Memorandum . MAR 1949
2=3%0 Final Payuent Clearance Sheet FEB 1949
37-31 Medical Clesrance (Military) ' JAN 1947
37-10L Request for Sccurity Clearanoce ) MAY 1949
37~105 Periodic Puy Increase Report , 0CT 1949
Coding
29-22 Graphic Materials Coding Sheet - Books * FEB 1948-
29-28 Foreign Industrial Transcript Sheet . MLY 1948
30-9 Graphic Materials Coding Shect - Mups DEC 1947
3807 Security Information Card MAR 1949
60-23 Mester Card Data MAY 1949
60-47 . Graphics Registor Anelyses Sheet = Spot
o Photography and Personalities wov 1948
60-49 | Individual Code Shect £UG 1948
60-491, Organization Code Shect - SEP 1948
60-55 Graphic Materials inalysis Sheet - Film - LPR 1949
60-59 Biographical Code Sheet C . DEC 1948
20—?2 Product Transcript Shect - Card Xo. 3 JLN 1949
0-6i ' .
(Test) Employee Status Change Card . . JUL 1949
60-67 Industrinl Register Transcript Shest No. 1 .. JUL 1949
70-30 - Map Catalog Card , . MLY 1948
70-48 - Shipping Record : 0CT 1949
Contact, Liaison and Interview . e
57%13 Personnel Relations Interview Record ‘ FEB.19h7
38-32 Investigative Liaison Record . MR 1949
39-1 Report of Interview . NOV 1946
51-33 Liaison - Contact Card . JUN 1947
51-35 Contact Locetor Card : JUN 947
51-46 State-Control Record Card-White .. 0CT 1947
51-h6 State-Control Record Card-Blue , 0CT 1947
57-19 - 00/C Case Sheot . . . FEB 1949
60~56 o . e
(Test) International Travelers Arriving .and
L Departing U,S.i. - ' * DEC 1948
60-63 Record of Linison Contact AFR 1949

-70-L6 Data on Exchange ocT 1949

RESTRICTER
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FUNCTTONAL LISTING OF APPROVED CIA FORMS

' oot CURRENT
FORM NO. TITLE EDITION DATE
Contraocts end Agreements
%6-35 Informal Agreement for Services JAN 1947
36-15 General Contract Conditions MAY 19L7
1 37-39 Release A ocT 1949
; ' 37-53 Personal Service Contract APR 1949
‘ 38-3% Secrecy Agreement ‘ APR 1948
51-39 Bill of Sale R JUN 1oL7
‘ 51-40 Declaration of Trust’ S ' Juy 19k7
f 51-104  No Title - Employment Agroement ‘ Jux 19L8
( 55-10L No Title - Employment Agreement JUN 19L8
‘ Control and Follow-Ups
, 29-2% Block Control Shcet ‘ : : JUN 1948
i 30-5 Table of Orgahization MAK -19L8
: 32-1 - Form Control Card ) : Nov 1948
: 32-8 - Position Control Ledger APR 1947
‘ 32-9 Alphabetical Form Control Card : MAY - 19L7
. : 32-12 Position Control - White JUL 19L9
| 22-12' Position Control - Blue JAN 19L8
; 35-21 STPD-SMU Posting Control : MAR 19L8
E : 35-5% Project/Contract Control Card NOV 1948
! 35-5l Contract Payment Control Card I pDEC 1948
k ) 35-58 Important Notice =~ Ju 1949
' 36-1% Accounts Control Reg:.s'ber ocT 1946
36-1L Stock Control Card : . ocT 19ké
3b=1lA Stock Control Card : FEB 1948
36-15  Voucher Register ' oCT 1946
M: %6-254  Supply Record Card JUL 19L9
: : 3632 Daily Gasoline and 0il Consumption DEC 1947
o 36-3l Contractor's File Card , o AN A9LT
a %6-LL Yon-Expendable Property Reuord JAN 19L8°
' 36-Li6 Dispatcher's ‘Record C DEC 19L7
, ! 36-47 . Cheuffeur's Record i ' < wov 19L7
I : 36-1,8 Identification Control Card : T JuL-iohT
] : 3655 *°  Contract Record : © SEP 1947
1 36=59 Vehicle Repair Record St wov 19L7
i 36=87 Replenishment of Stoclc Record - - - JUN 1949
%6-89 Vehicle Record T 00T 1949
37=-15 Position Control Cerd = White® ocT 1948
37-15 Position Control Card - o‘.lmon oCT 1948
37-5l,  Follow-Up Slip "' ° S NOV 1948
37-63 . Personnel Processmg Con’crol Gard . MAY 19)49

RESTRICTED
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FUNCTIONAL LISTING OF APPROVED CIA FORNMS

CURRENT
FORI! O, TITLE EDITION DATE

Control and Follow-Ups (cont)

37-69 Approved Positions : ‘ " SEP 1949 -

38-27 Open - Sufe Label DEC 1947,
3840 Physical §Security Control Card v JU 19248
5148 Status Coutrol Card APR 1949
51-55 Letter Card JAT 1048
51-56 Document Card - JAY 1948
51=74 Docunent Control Card , FEB 1949
51-79 Stock and Allocation Record - L JUL 1949
57-20 Index Section Control Slip ' MAR 1949
53-10 Project Record Card OCT 1949
58-11 Periodical Record Card . SEP 1949
59-1 OFC Froject Control : L0V 1948
60-41 CIA Library Control Slip L 1949
60~57 Batch Control Sheet JUL 1949
60-60 Information Control Sheet : -+ DEC 1948
60-62 Document Index Control Sheet FZB 1949
60-65 Graphic Materials Record . JUL 1949
60-58 Fublication Supply Record : BP 1949
70-17 - Progress Card DEC 1947
70-24 Drafting Room Rscord . ‘ FEB 1948
70-26 Office HMap Record FEB 1948
70~31 Base Map Progress Chart : APR 1948
70~32 Overlay Progress Chart LFR 1948
70-37 Loan Record Cord - White JUN 1948
70-37 Loan Record Card - Buff JUN:1948
70~41 °  Map Request Routing Sheet . HOV 1948
70~47 Follow~Up Requirements - SO OCT 1949

70-474 Follow-Up Requirements - OO/C“ - OCT 1949

Damage, Destruction, Salvage and Loss.

35-18 No Title ~ Certification of Destruction of

‘ Document . ’ : T ONOV 1947
35-59 Destruction Report Card : UG 1049
36~42 Voluntary Payment for Public Property MAY 1947
36-82 Certificate of Dronpage - Expendable Supnlies DEC 1948

Distribution, Delivery and Disposition

35=21 Distribution Record File Card ‘ T.R 1947
36-10 Combination Stock Record, Receiving and .
' - Froperty Issue Form ) APR 1948
-5
RESTRICTED
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FUNCTIONAL LISTING oF APPROVED CIA Fopg

' CURRENT
FORM No, TITLE S EDITION DATE
Distribution,. Delivery ang Disposition (cont)
36-21 Authori zati oy for Pick~Up ang Delivery - JUL 1948
36-29 Notice op Delivery . JAN 1947
56—102‘ Letter y e 1 - Inquiry as to overdye ) ‘
S delivery. ) AUG 19,9
36=1021 Letter No, o . Inquiry a5 ¢, overdye .
: delivery. . _— AUG 199
36-108 Letter No, 3 . Inquiry ag to mailing date:
of Periodicals not received, AUG 1909
70-28 Primary Distribution Record’ FEB 19),8
70-33 Nap Delivery Recorg MAY 19),8
70-5 Map Printing gang Distributjop Re‘corq , AUG 19),9
Eké.minatibns and Tests ‘
: . . . .
37-l2 Test Recorg Card ' SEP 1949
37-i3 Test Datg Report porm _ ~ DEC 1947
375 Clerical Aptitude APR 19,8
37-L6 Shorthand Tegt, Sheet . o MAY 19,8
37-51 Cheekli st and Score Sheet rop Road Test. . o
: in Trarpie o - AUG IoLs
37=70 Report of Qualificationg . , SEP 1949
File S%‘lps » ] » N
29-19 Library piie Slip - Green - JAN 19/,8
35-1  pile and Routing Slip ; C JAN I9L9
35-31 Abstract piie Slip - White AFR 1947
35-31 Abstract pije S1ip - Yellow ‘ .. APR 1g9h7
35-31 Abstract i1, Slip “White and piye.. - < AmR. 947!
35-31 Abstract Fije Slip - White, Biye and Green 4&FR 199
35-31 Abstraot pj1, S1ip - Yellow and Fink R APR 19,7
38-62  tpstract File S1ip - Referenge Index - rpg .. AUG 1949
60-716 Cross Reference Slip o ' Co DEC 1947
70~ . File 81ip = Unc‘lnla.s"sif‘ied_ . -0 AUG 19),8
; 70-5 File §1ip - Classifieq - ' AUG 1948
; indébtedness ' "
3l-21 Bill for Colivetion . S B . 0CT g9
3h-21. . Bill ror Collection - Tissue - T wm ol
3l~p2 Statement op Details ‘ - AR 1947
3li-25 Claim for Refyng JUN 1947
o, ._6_
RESTRICTRED

20045-3
: -00728R0001000

d For Release 2001/08/02 : CIA-RDP81-0

Approve .




Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

KISTRICTED

FUNCTIONAL LISTING OF APPROVED CIA FORMS

. ‘ i CURRENT
I"ORM NO. TITLE EDITION DATE
Information Requests, Reports nnd Records
Lyen Service Record Information 0CT 1948
37-6 Porsonnel Information JuL 1949
51-L Informstion Report B/ARNLS VS
51-lLa Information Report SEP 1948
51-LA-1  Information Report DEC 1948
51-4B Information Report DEC 10L8
51-4C Information Report o DEC 1948
51-5 Information Report - External Survey :
Detachment 0ocT 1949
51-1l Information Directive JUN “19L9
51-15 . Evaluation Record AUG 1947
51-25 Grading Shoct ‘ JAN 1947
51-58 Field Information Report Sheot FEB 1948
51-59 Operntional and Source Data She:t FEB 1948
51-61 Information Report MAY 1949
51-614 Information Report MAY 1949
51-76 080 Preliminary Response to OCD MAR 19k
51-77 Information Report ’ JUN 1949
55-8 Lssessment Sheet’ . JaN 19L9
55-101  Assignment of Collection Action S MAY 19h7
57-6 Orgenization Activity Record AFR 19L7
25X1A  57-14 Process Shects for il Revorts MAY 1948
57-15 Reports Record Card MAY 1948
57-16 Frocess Sheet for 00/C Cases JUL 1oL8
57-22 Case Status Report _ MAY 1949
58-3 ICT Sheet - 8"x105" : JUL 1948
58-3A ICF Sheet - 5"z8" : ' . JUL 1948
58-5 Project kecord Card ‘ DEC 1948
58-6 Project Record i L LFR 1949 -
58-7 . Project Record B APR 1949
58-8 Editorial Press Work Sheet APR'191L9
60-1 = Request for Intelligence Information - APR19L8
60-% Information Dispateh Slip = o FEB 1947
60-6 . C,D. Kardex Record o MAY 1948
60-3l,.  ICF Card - Duplimat R ©JuL 1949
60-58 Biographical Information Shset ‘ DEC 1948
6u-58A  Biographical Information Sheet - Continuation e
Form ' ) ’ IR JAN 1949
- 25X1A 60-58B Biographicol Information Card -- JUN 19L9
60-60 Information Control Sheet S g DEC 1948
60-6L Biographic Report N ‘ NAY 1949
-
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N

FUGCTIONAL LISTING OF 4APPROVED CIA FORMS

CURKENT
FORM NO. TITLE EDITION DATE
Information Requests, Reports and Records (cont) .
60-101  .No Title - CD Letter Pack . N JiN 1949
70-10 Intelligunce Information Report Gradlng )

_ .. -+ Bheet s . MAY 1949
T70-3ly . Porsonnel Reporting Form . MAY 1948
70-35 Organization Reporting Form | CoMaY 19&8.
T70-LL; ORE Report 15-1@9 Supplement - Dupllmut o JUN 1914.9»'

Instructions
29-5 'ICF Reproduction Instructions 1 ' _ DEC 19&7
60-~71- . Consolidation Instructions i ocCT 1_9).;9‘.
70-23 Revision and Rerun Record =~ = ~ FEB 1948
Inventories
55-;57f . Semi-innunl Inventory Report S - - Jun 1949
36-16 Report of Inventory Adjustment ~ = ' ocT 1946
36=19 Froperty Inventory.Record s JUN 19L9
36-83 . Stock Card oo - Jaw 1oko
| Letter:hea'c.ls -
51-28  No Title - Official Dispatch (Whité)  ~ " ‘MR 1949
51-28L - . No Title ~ Officinl Dispatch. (Blue) C MR gk
51-29 - No Title - Official Dispatoh (Yellow) ~~ JUN 1949
Logs ‘and Register's
35-19 = . Log I ;B
%5=32 - Outgoing Cable Control Sheeb : o MaY 1947
35-33 ' Incoming Cable Control Shech‘ ST MAY 1947
35=3l- ,  Incoming Log ~ Secret = [ ‘ © - MAY 1948
35-35 - Oubgoing Log - Secret : C 0 ooer 1947
35-L2 ... Signal Contor Numbor Log ~ Out . = e AUG 1947
35-43 . Signal Center Number Log - In . L AUG 1847
35<lly Teletype Wirc Shest - Inward : - S
35-L5 . Teletype Wirg Sheet - Outward = ‘
35-46 Log -~ Confidential ', oo T T 00T 1947
35=-51. . Consolidated Teletype W:Lre Shee‘b .. MAY 1948
35-52 Incoming Coble Log B JUN 1548 -
36-69 Daily Log for GPO Work JUL 1948
26-72 Domestic Shipping Register JUN 1948
-8~
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FUNCT IONAL LISTING OF AFPROVED CIA FORNS

CURRENT
FORM NO. ) TITLE EDITION DATE
Logs and Registers (cont)
36-78 Record of Jobs Processed in Composing Room JUL 1948
%7-6L Reference log Sheet, Confidential Jackeb,

. Personnel Folder : JUN 1949
38-11 Visitor's Register Log » JAN 19L7
38-1L Top Secret Log AFR 19L8
51-31 Information Cable Log ' MAY 1947
51-38 FFDA Reports Log No. 2 JUL 1948
51-42 Log AUG 1947
51-52 Source Log. ‘ FEB 19L8

25X1A 51-6L Station Traffic Sheet APR 1948
56-20  Cable Loz - [ NN MR 1947
57-21 Field Office L.~ Sheet MAY 1949
60-7 Document Log Sheet , AFR 1947
70-2 Incoming Log APR 19L9
70-3 Qutgoing Log ‘ - FEB 1947
70-8 Cable Log - Secret and below. MAY 1949
710-9 Cable Log - Top Secretb ‘ FER 1947
70-27 Map Reguest Record ' FEB 1948
70-L0 Job and Time Log JUN 1948

Mail, Courier and Messengen
L7 No Title — Check Mailing Slip ' APR 19L7
3L-13 Fostage Stamp Disposition Record o.nd Sum—

‘ mary Report . oct -1949
35-10 Envelope and HMessoge Recelpt ; MaR 1947
25-11 Postage Slip : DEC 1948
%5-16 Courier's Classified Mail Receipt ) JUL 1949
%527 Special Mail Preference Slip AFR 1947

Medical
377 Treatment Record Card - NOv 19Lb
37-26 Daily Report of Emergency Treatments and g
Physical Examinutions SEP 1949
37-27 Monthly Report of Emergency Treatments ond
' Physical Examinations : JAN 1947
37=3%2 Report of Physical Qualifications for Duty DEC 1948

37-L7 ° Record of Individual H_/podermle Injections JUL 1948
;7-&8 Case Record JUL 1948
37-52 Physio-Therapy Record 0CT 1948
37-56 Health Record Nov 1948
37-564 Health Record - Continuation Form Nov 1948
37-66 Motion Sickness JUL 19L9
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FUNCTIONAL LISTING OF APPROVED CIA FORMS

CURKENT
FORM NO, TITLE EDITION DATE
! Obligations
l ‘ 52-19 Memorandum Record of Obligations . ©. JUL 1gho
| 39 Miscellaneous Obligation Record ' JUN 1949
| - 3L-12 ° Report of Obligations and Expenditures by Co
Object Classes NOv 19h8
3h=128 Report of Obligations and ‘Expenditures by
i . Object Classes - Work Sheet - AUG 2948
3 3=y Report of Estimated Obligetions T AUG 19k9
: 3L~15 Record of Obligations and/or Payments JUN 19h9
¢ 3L~3l, Record of Unliquidated Obligations ° MAR 1949
i‘ Orders
: 33-27 ,. Travel Order . : JUL 19L9
‘ 3%-28 . Domestic Travel Order MAR 1949
} i 3=y ' Travel Order S MaR 1949
i : 3L=La Travel Order - Tissue MAR 1949
: 36~1 Purchase Order ; MaR 19hL9
L 36-36 Order Ticket - JAN 1947
L %6-58 Job Order "DEC 1947
- 36-65 Telephone Service Order el ...l APR-19L8
: . 36=77 = Work Ticket , , , JUL 1948
36-79 Supply and Work Order ‘ . © 0CT 1948
; 36-8l Work Order - Grdphics o - FEB 1949
Passes, Pass and Admission Records
38-L4 . Admission Card” | . oo MAY 19&7
38-5 Forgotten Badge Record © JAN 19lj7
38-11 Visitor's Register Log JAN 1947
38-19 Visitor Admittance Form JAN 1948
] 38-20 Identification Badge Record o SEP 1947
5 38-26 Limited Pass Receipt o . DEC 1947
? 38-31 . Tabulation of Visitor Traffic =~ NOV 1948
38-11 Photograph Identification K - T JUL 1948
; ; 3843  Admittance Sheet for Telephone Company,
f e Employees . 4 , SEP 1948
38-L6 Limited Pass’ Record o L e JAN 1949
38-63 Visitor Exit Pass = Blue "~ ' © T QU6 1949
3863 Visitor Exit Pass - Buff o AUG 19lio
%38-63  Visitor Exit Pass = Pink S Ave 1949
<10~
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FUNGTIONAL LISTING OF APPROVED CIA FORMS

' CURKENT
FORM NO. TITLE EDITION DATE
Pay Roll and Time Records \
22-3 Request for Approval of Overtime oCT 1949 -
33.22 . Application for Payment of Allowences 0CT 1948
3323 Pay Roll Journal : NOV 1948
33-20 Employee Earnings Record : wov 1948 -
3329 Poy Roll Change Notice : MAR 1949
%%-10% - Awthority to Make Salary Deductions 0CT 1948
3l-6 Pay Roll List ‘ WOV 1948
2 -2l No Title - Request to outside agency for -
informotion concerning last payment to _
employee transferring to CIA. oCT -1947 .
326 Earnings Record Card ~ Record of Native FPay AUG. 1947
3L-30 Final Payment Clearance Sheet = = FEB 19L9
34-31"  Pay Roll Index Card : : DEC 1948
3lL-32 Application for Allowances DEC 1948
3l-3% Sehedule of Allowanoces DEC. 19LL8
36-57 Daily Time Shee® DEC 1947
Production
%7-68 . Weekly Work Report’ - AUG 1949
56-35 Daily Production APR 1947 .
60-62 Document Index Control Sheet . FEB 1949
70-21 Map Reproduction Time Record ' FEB 1948
70-25 Drafting Assignment : FEB 1948
Purchase '
36-1 .Purchase Order : MAR 19L9
36-28  Tabulation of Bids , MAY 19L8
36-36 Order Ticket .. JRN 1947
36-101  Invitation to Bid : JUN 1948
Receipts and Receiving
20-1 - Receipt FEB 1948
331l Receipt FEB 1947
35-~3 Consolidated Receipt _ . FEB 1949
35-10 Envelope and Message Receipt MAR 1947 -
35-16 Courier's Classified Mnil Receipt - JUL 9L -
35-20 Consolidated Intelligence Receipt - - ocT 1947 -
35-47 Comnunications Pouch Receipt : . NOV 1947 -
36-66 Memorendum Receipt MAR 1949
. o=ll-
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Approved Fgr Release 2001/08/02 : CIA-RDP81-00728R000100020045-3




Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

RESTRICTED

FUNCTIONAL LISTING OF APFROVED CIA FOKMS

CURKENT
FORM NO. TITLE EDITION DATE
Receipts and Receiving (cont)
36-67 keceiving Report APR 19L8
38-16 Document Receipt APR 19,8
38-164 Document Receipt - Transmitinl : DEC 1948
38-26 Limited Pass keceipt DEC 197
51-5l; Transfer Report DEC 1947
60-65 . Graphic Materisls Record JUL 1949
70--18 Library Record Slip FEB 1948
70-29 Transmittal Record : FEB 1948
Recruitment
37-8 Recruitment Request JUN 1949
37-61 Personnel Recruitment Status MAY 1949
Refeorence Index
29-10 Report Record DEC 1947
29-11 Miscellaneous Document Record DEC 1947
29-20 Screen Record - National Archives FEB 1948
30-10 Issuance Cross Reference Card MAR 1948
3h=31 Pay Roll Index Cord DEC 1948
35-30 ibstract Tebulsation Card AFR 1947
35-30h  ibstract Tabulation Card SEP 1947
%5-30B Abstract Tabulation Card SEP 1947
35-300 Lbstract Tebulatbion Card AFR 1947
35-30D Abstract Tabulation Card APR 1947
36-81 Stock Locator Record DEC 1948
60-569 Abbreviation Card 0CT 1949
70-16 = Cross Reference Sheet . SEP 1947
70-18 Library Record Slip FEB 1948
Reports and Statements
29~16 Scientific Report DEC 1947
32-2 Monthly Forms Report SEP 19,6
32-18 ‘Comparative Financial Statement JUN 1949
3-3 Administrative Audit Difference Statement MAR 1949
34~29  Reconciliation Statement JAN 1948
| . 35-39 . ' Daily Report - JUN 19L8
| 36-L0 Moving Information Report FEB 1947
| 37-33 No Title - Commandert!s and Medlcal Officer's .
I Report JAN 1947
| -12-
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FUNCTIONAL LISTING OF APPROVED OIA FORMS

. CURRENT
FORM NO. ' TITIE ' : EDITION DATE
Reporbs and Statements (cont)
37-11 Personnel Status Report _JxN 1oLo
57-&1A Unvouchered Personnel Status Report . JUL 19,9
37-67 Daily Security Report | o JUL 1949
37=T70 Report of Qualifications. ' ) ) " SEP 19h9h
38-22 Security Violation Report o AUG 1949
38-L2 ° Daily Report ‘ o . JUL 1949
51-53 Status and Efficiency Report ‘ i DEC 1947
51-81 Covert IAC Personnel Status Report ocT 19L9
56-32 Report on Daily Typist Operations . i 1947
ﬁfguirements
32-15 Summary. of Budget Estimates Fiscal Year JUN 1949
32-16 Personal Services Bst:.mates T Juy 1949
32-17 ‘Non-Personal Services Estimates . - JUN 19L9
57-18 Request f{or Requirements : JAN 1949
59-3 OFC Budgetary Data JUN 1949
70-L47 . Follow-Up Requirements - 80 , 0CT 1949
70-L7A  Follow=Up Requirements - 00/c . ocT 19L9
Requisitions and Requests
30~11 Request for Approval of Forms Jum 1949
35m15 Request for Advance © 7 JuN 1949
%62 Reproduction Requisition ) MAR 1949
365, . Report on Status of Requisition AUG 1949
5657 ) Requisition for Supplles, Equlpment, or | ’
. Service SEP 1949
’ 36-74° Requisition for Supplles, Equlpment, or
| ‘ Service = Manlfold ” ) SEP 19&9
i 36-58 Job Order o ’ DEC 1947 .
| 36-65 Telephone Service’ ‘Order . o AFR 1948
| 36-79° Supply and Work Order | ) T ocT 1948
3759 ‘Request. for Personnel Folder or Record Caxd FEB 1949
37-62°  Request for Designation L , ©MAY 19L9
38-2 Request. for Credential o . © JuL 1949
58-9 . . . Document Reguest Carda . L APR 1949
60f21, Request for Inter-lerﬂry Loan o " . MAR 19&9
60=70 ' Request for Library Lodn Service s ocT 1949
70-19 Drafting Specifications - Top Secret . .
; (Cover Sheet) FEB' 1948
? 70-19A Drafting Specifications ~ Continuation Sheet  FEB 1948 .
i 70-20.  Type Order o FEB 1948
| ; .
| =13~
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FUNCTIONAL LISTING OF APFROVED CIA FORMS

CUAKENT
FORM KO, TITLE EDITION DATE

Rosters aﬁdu$trength Reports

32=20 ‘Supporting Schedule fer $,F.80 and S.F, 113 AUG 1949

37=71 Overt IAC Personnel Status keport 0cT 1949
38-17 Persounel Status Report o ‘ * APR 1047

57-23 . Rester ef Interpreters : 7 MAY 19ko

kouting, Signature and Memo Sheets and Slips.

15-1 Routing Slip DEC 1948
30-1 Official Routing Slip SEF A9L7
35-1 File and Routing Slip JAN 1549
"35-2 . File Slip - Standard Register (Used for .

o routing.) o . B o CAUG 1yl
35-40 Registry Kouting Slip - - ‘ JUL 1240

: ‘ S : . In Error

%5-55 . Non-CI4 Message Routing and Recard Sheet - K
' Loan Capy Co B S JUN 1949

35-56 Won~CIA Message Louting and Record Shest - . .
Retain Copy JUN 1949
36-G Transmitial Slip i . SEP 1946
36m9 OfTice Message ) ‘ R "SEF 1916
36=70 I -ing Tag e JUN 1948
379 ©F  ral Sheet L AuG-1949
37-55 Fv.® sral §lip A o » - NOV 1948
37-65 ‘Personnel Action Route Slip e : . JUN-1949
58-13  -Signature Récerd and Cever .Sheet: © APR 1948
33-1%4 Signeture Record and Comment Sheet - JUN 1949
3821 Seourity Brench SO Routing Sheet . . . ocT 19L7
38-3] Investigative Division Roubing Slip =~ . JUL 1949

51=9 Routing and kecord Sheet = Blue (Free - ' :

, Restricted - Confide:%ial) = - . . AFR- 1949
51-10  Routing.and kecord Sheet - Pink (Secret) APR- 1949
51=17  Informetion - Cable Routing and Record Sheet JAN- 19447
51-18"  Confirmation - Cable Routing end Record Sheet Jaw 1947

. 91=19 . “Action - Cable Routing and Record Sheet . - JAN 1947
. 51-23  ‘Cable Routing and Record Sheet - Plain - JAN 19h7
55=5 - Internal Routing and Record §lip = 00 0cT 19Lo
-Schedules
(36~60"  Repair ‘Scheduls” T . o, . o DEC- 1947
36-61 Service Schedule SR DEG 1947
; 36-77 Weric Tiocket o JUL 1948
: RESTRICIED
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FUNCTIONAL LISTING OF APPROVED CIA FORMS

FORM NO. - TITIE

Schedules (cont)

36-86 Weekly Working Schedule
37-28 Immunization Schedule
70-)12 Project GQuide Sheet
70-43 Cover Sheet = White
70-1)3 Cover Sheet - Blye
Status
30-12 Request for Status of Forms
37-35 Verification of Status
37111 Personuel Status Report
37-L1A Unvouchered Personnel Status Report
3741 Personnel Recruitment Status
37-71 Overt IAC. Personnel Status Report
38-17 Personal Status Report
51-36 Status Card . . .
51-81 .Covert IAC Personnel Status Report

Surveys, Studies, Investigatioﬁs and Inspections

32-1. Budget Analyst Record

36~18 Survey Report .

36-18 Survey Report - S0 )
37-36 4nalysis of Efficiency Ratings
38-18 Analysis She. t. o

38-2LB " No Title - Name Check

38-48 Name Check - Priority I
38-184 Name Check - Yon-Priority C
38-61 ' Request for ioplicant Neme Check

36102 | pepeort of Nigit Inspection

38=103 Request for Investigation ) -

36-10L No Title - Memorandum for transmitting
o results of covert name check. (White)

38-I10L  No Title - HMemorandum for transmitting

results of covert name  check, (Blue Tiﬁsue)
60-48 Machine Utilization ' :
Telecommunications
35-L  Clagsified Message - biﬁ%o Master . R
35-5 Incoming C;assifiedlMéssagg - Restricted
D (Vhite) o
35<5 : Incoming Classified llessage = Confidential
(White)
n tﬂ5h
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: l -3
Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045

Y

CURKENT

EDITION DATE

MAY
JAN

JUN

JUy

JAN

MAY
JAN
J-UL
MAY
ocr
AFR

ocr

JAN
MAR
JAN
MAY
NAY
MAR
MAY

- HAY
‘OCT
"AUG

FEB

MAR

MR
AUG

DEC

« MAR

loko
1947
1949
1949
1949

19h9
1947
1949
1okg
1ohg
1949
1947
1947

1949

19h9
1549
19,8
1947
1947
1949
1949
lolg
lokg
9Ly
1949

1949

1949
1948 .

19L;é
lgué
1947
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CURRENT
TITLE EDITION DATE

Telecommunications (cont)

35~5
25-5

35-5
25-5
35-5
35-5
35-5
35-6
35-6
35-6
35-6

35-7

35=7

35-15
35-36
35-36
35-37
35=-37
35-38
35-39
35-48
35-L9
35-50
36-65
51-68
51-69
51=70
56-18
56-19
56721
56-22
56-26

Incoming Classified Message - Secret (White)  AFR
Incoming Classified Message - Top Secret

(Whitoe) LR
Incoming Unclassified lessage = Plain Text

(Green) AUG
Incoming Classified Message - Restricted

(Yellow) MAR
Incoming Classified Message - Confidential

(Yellow) AUG
Incoming Classified Message - Seceret

(Yellow) DEEC
Incoming Classified Nessage - Top Seocret

(Yellow) 0cT
Outgoing Classified Message - Restricted

(Pink) MAR
Outgoing Classified Message - Confidential

(Pink oloy
Outgoing Classified Message - Secret

(Pink) DEC
Outgoing Classified Message = Top Secret

(Pink) JAN
Outgoing Classified Message - White JUN
Outgoing Classified Message ~ Blue JUN
No Title - Message Center Dummy Copy | DEC

Incoming Classified Message - Yellow ) JUN
Incoming Classified Message - White (Tissue) JUN

Outgoing Classified Message = Pink

Outgoing Classified Message - Piuk (Tissue) JUN
Outgoing Classified Message ~ Blue JUN
Daily Report JUN

No Title - Message Center Dummy Copy (Blue) DEC

Signal Center Copy - Incoming Message (Green) MAR
Classified Message = Temporary Copy APR
Telephone Service Order APR
Daily Record of Outgoing Messages JUL
Summary Sheet AUG
Traffic Summary AUG

Teletype Humber Sheet MAR

Four Hour Traflic Checl MAR
Headings for MAR
Cruising Report - White ocT
~16-
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1947
19,8
1948
1948
19L7
1947
1948
19L7
1947
%
o

L7
19L7

1947
19L7
1949

25X1A
25X1A
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FUICTIONAL LISTING OF APPROVED CIA FORMS

CURRZENT
FORII 10, - | TITLE EDITION DATE
Telecommmications (cont)
656-264 Cruising Report - Groeen OCT 1949
56~26B Cruising Report - .Yellow OCT 1949
56-26C Cruising Report - Blue ' 0CT 1949
56-26D Cruising Report - Salmon ' OCT 1949
56-268 Cruising Report - Buff . 0CT 1949
56-35 Daily Production C “APR 1947
56-44 I Coniontaries for Yoar : JUN 1947
5649 Line Schodules - White " AUG 1947 25X1A
56~49 Line Schedules - Salmon - AUG 1947
56-49 - Line Schedules - Buff _AUG 1947
5655 Number Seats for "B" Wire . OCT 1947
56-56 Monitoring Schedule : NOV 1947
56-57 Headings for (Cables NOV 1947
56-58 Headings for Cables Nov 1947’ 25X1A
56-59 Heudings for Cables i NOV 1947
55~60 Headings for Cables ‘ NOV 1947
56-61 Funber Sheet for "B" Wire - Able and Baker
Circuits No. 201 to 400 ' DEC 1947
56-66 - Roception Log . AUG 1948
56-68 Set-Up Log ~ White , JUL 1949
56-68 Set~Up Log =~ Green . JUL 1949 -
66-68 Set-Up Log - Blue . JUL 1849
56-38 Set-Up Log - Salmon . JUL 1949
56-68 Sot-Up Log - Buff ‘ JUL 1949
56-69 Bquipment Failure Report : JUL 1949
56-70 Station Log - JUL 1949
56-71 ° Monitoring Report : . JUL 1249
56-72 Enginesr's Watch Report : JUL 1949 - .
Training
51-1 Training Request Form JAN 1948
51-186 Training Evaluation : _ JAN 1947
51-16 Training Bvaluation - Tissue JAN 1947
51-71 Troinee Battery Form © T HOV 1647
51-72 Battery Ratings DEC 1948
51-75 Training Record : : FEB 1949
Transfers
35=3 Personuel Trensfor. and Clearance Sheet SEP 1946
36-24 Property Turn-In and Transfer Slip JUN 1948
37-110 Personnel Transfer Letter FIR 1949
60~52 Records Transfer Request SKP 1948
~17-
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FUNCTIONAL LISTTIG OF APPROVED CIA FORMS

, . CURRENT
FORM HC. TITLE EDITION DATE
Transmitials
53-101 No Title - Check Transmittal Memorandum JUN 1949
33~102 No Title - Memorandum ) JUN 1949
34-101 No Title - Memorandum Requesting Additional
Information and/or Corrections in Connection
with Travel Voucher DEC.1946
36-38 Ko Title - Reference to Parking Permit FEB 1947
37-109 Porsonuel Action Transmittal Memorandum JUN 1947
51-106 No Title -~ Transmittal Memorendum
60~46 Trensmittal Sheet . NOV 1948
70~29 Transmittal Record FEB 1948
70-38 Transmittal List MAR 1949
Travel, Transportation and Shipping
33-27 Travel Order ' JUL 1949
353-28 Domestic Travel Order - . AR 1949
34=2 Travel Expense Record ‘ LUG 1949
BL~4 Travel Order AR 1949
3=ty Travel Order - Tissue VAR 1949
34=5 Roquest for Travel Order JUN 1948
34-16 No Title - CIC Memorandum Copy for Travel
Request, S. F. 1030 DEC 1946
i 34-17 Travel Order Amendment : DEC 1946
; 34~19 Identification Card Record JAN 1947
: 34--20 Transportation Request Receipt MAR 1949
36=4 Request for Overseas Shipment of Cargo SEP 1946
| 36-5 Request for Pick-Up and Delivery Preparatory
\ for Overseas Shipment SEP 1946
! 36-11 Final Instructions for Overseas Travel . SEP 1946
I 56-27 . Request for Movement of Family and Housohold
‘ Effects DEC 1946
56=72 Domestic Shipping Register JUN 1948
36-85 Shipping Document : APR 1949
36-85 Shipping Document - Back APR 1949
37~60 Foreign Travel Request FEB 1949
38-49 Transportation of Household and Personal :
Effects and Automobilas JUL 1949
38~50 Travel Hisbtory JUL 1949
51-78 Geographical Cargo Reference Card JUW 1949
51-103 Request for Shipping Instructions DEC 1947
70-48 Shipping Record OCT 1949
! .
!
! ~18-
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"7 CTIONAL LISTING OF APPROVED CIA FORMS

CURRENT
FORM NO. TITLE EDITION DATE
Vouchers
] . 32-11 Journal Voucher for Allotment of Funds for
i Personal Servicass DEC 1947
33-b Voucher for Payment of Iadividual Pay Roll
and/or Cost of Living Allowances MAY 1948
33-10 Special Funds Vouchor OCT 1947
| 33-12 Trovel Voucher JUN 1949
s B8=17 Reimbursement Voucher for Purchase and
Services Other Than Psrsonal JUL 1949
‘ 34=1 Record of Voucher (For Per Diem Accounts) SEP 1946
{ 34-11 Analysis of Voucher MAR 1947
. Work Sheots, Charts and Graphs
32wd Chart {Fiscal Yeur ) JAN 1948
| 32-13 Persounel Requircmonts work Shest JUE 1949
36-54 Space Survey Work Shezt SZP 1947
56=62 Cargo “Jork Shewt DEC 1947
g i 37-34 Medieal Statistics Work Shect FEB 1947
] 51-i45 Locution Cnart SEP 1947
E 51-66 Chart (Fiscal Yoar 194 ) 1MAY 1948
i 51-80 Lssessment Cases and Problems SEP 1949
{ 55-7 Iileage Work Sheet FEB 1948
5 66-28 The Daily Report - Master Contents Sheet MAR 1947
) 58-8 Editorial Press Work She.t APR 1949
‘, 60-18 Contact Register fnalysis Report JUL 1948
60-53 ° Caption Report ’ SEP 1948
50-55 Graphic lloterials Lnalysis Sheet - Film APR 1949
75-1 Record of Infectious Diseases in Foreign
(Tost) Countries JUL 1949
-190~
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FORM NO.

SF1
SF2
SF14
STl
SF19
SFe3-
8re5
SF25a
SFebé
SF27
Sre8
SF32
SF33
SF36
SF39
stL40
SF50
SF51
SF52
SF5T7 .
SF58° - -
SF60
SF61
SF66
SF68
SF71
STT75
SF75a

SF78
SF103
SF105
SF113
SF113a
SF1012
. SF1012a

SF1012b
SFl0l12¢

SFrlolad

RESTLICTED
STANDARD FORMS STOCKED IN CIA
TITLE

Printing end Binding Requisition
Loase
Teleglam (7"x8")
Telegram (8"x10%")
Bond of Indemnity

_Contract ~ Construction

Performance Bond

Payment Bond |

Driver's Report - Accident

Investigation Officer's Report - Accident

Claim for Demages - Accident, Motor Transportation

Contract - Supplies . : .
Invitation, Bid and Acceptance :
Continuation Sheet for SF%1 or SF33

Request for Certification

Contract for Telephone Service

Changes in Civilian Persomnel

Report of Efficiency Rating

List of Efficiency Ratings

‘Application for Federal Employment

Continuation Sheet for SF57 ) .

Application for Pederal Employment (Short Form)

Oath of Office, Affidavit

Inqulry Regarding Status, Veteran Preference, and/br Serv1ce
Notice of Official Efficiency Rating

Application for Leave

Position Description . . :

Guide to Position Cla591flers, Employers, Supervmsors for the
" Préparation of Position Descrlptlons

Certificate of Medlcal Examination

rf?Appllcatlon for Service Credit . . .
’Obllgatlons, Benefits and Perllcges of Membership in the United

8tates Civil Service Retirement System . . ) o
Monthly Report” of Pederal Civilian Employment

.Quarterly Report of Federal Civilian Employment y
“Voucher for Per Diem and/or Reimbursement of Expenses. Incldent

to Official Travel

‘Voucher for Per Diem and/or "’ Reimbursement of Expenses Incldont

to Official Travel - Memorandum

Schedule of Expenses and Itinerary of Traveler .

Voucher - for Per Diem and/Br Reimbursement of Expenses Incldent
to Official Travel = Continuation Sheet

Recelpt for Cash - Subvoucher

-1-
RTSTRICTED
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ISTRICTED

STANDARD FORMS STOCKED IN CIA
FORM WO, TITIE

SF10l4a  General Ledger

SIP1015a  Allotment Ledger

SF1015b  Allotment Ledger ~ Copy

SF1016 Distribution Ledger

SFP1017g  Journal Voucher

SF103), Public Voucher for Purchases and Services Other Than Personal

SF1034e.  Public Voucher for Purchases and Services Other Than Personal -
Memorandum

SF1035 Public Voucher for Purchases and Services Other Than Personal -
Continuation Shoet .

SF1035a Public Voucher for Purchases and Services Other Than Personal -
Continuation Shewt

SF1036 Statement and Certificate of Award ‘

SF1038 Application for Advence of Funds for Travel Expenses

SFioll, Schedule of Collections : .

SF10L6 Schedule of Transfers - Special Deposits

SF1048 Public Voucher for Refunds - Memorandum

SF1049 Publio Voucher for Refunds

SF1050 Public Voucher for Refunds - Memorandum

SF1055 Application for Payment of Amounts Due Deceased or Incompetent
Civilian Employces, Officers and Enlisted Men in the Military
Service, and Public Creditors of the United States

SF1062 Government Bill of Lading - Extra Sheet

3F1067 Public Voucher for Transportation of Passengers

§F1067a  Public Voucher for Transportation of Passengers

SF1067b  Public Voucher Ffor Iransportation 6f Passengers

SF1067c:  Public Voucher for Transportation of Passengers

SF1069 Voucher for Allowances at Foreign Posts of Duty

SF1069a  Voucher for Allowances at Foreign Posts of Duty - Memorandum

SF1070 Schedule for Retirement and Disability Fund Credits

81080 Voucher for Transfers between Appropriations and/or Funds

SF1080a  Voucher for Transfers between Appropriations and/br Funds' -
Memorandum (Disbursement)

SF1080b  Voucher for Transfers between Appropriations and/or Funds -
Blue (Collection) ’

SF10B0c  Voucher for Transfers between Appropriations and/br Funds -
Green (Collection)

SF1095 Summary Statement of Disbursement and Collections by Appropri-
ation Limitations ) .

SF1096 Schedule of Vouchier Deductions

SF1097 Adjustment Voucher to Effeot Correction of Errors

SF1097a  Adjustment Voucher to Effect Correction of Errors - Memorandum

SF1098 Schedule of Canceled Checks

<D
R..STRICTED
e e
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FORM NO.

SF110%
SF1103a
sp1iol
SF1105
SF1106
SF1108

SF1108a

SF1113
SF1113a
SF1116
SF1117
SF1118

SF1128
SF1128a
SF1129
SF1129a
SF1129b
SF1129¢
SF1130
SF1137

For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

~mmeaeny mes

R"STRICTED

STANDARD FORMS STOCKED IN CIA
TITLE

U. 8. Government Bill of lading =~ Original

U. S. Government Bill of lLading - Memorandumrn

Us 8. Govornment Bill of lading ~ Shipping Order

U, 8. Government Freight Waybill - Original

Us S. Govornment Freight Waybill - Carrier's Copy

Certificate in Lieu of Lost U. S. Government Bill of Lading -
Original

Cortificate in Lieu of Lost U, S. Government Bill of lLading -
Memor andum

Publie Voucher for Transportation Charges

Public Vouchor for Transportation Charges - Memorandum

Statement of General Accounts Balances

Schedule of Balances Showing Status of Appropriations

Statement of Apportionments and Allobment Accounts by
Appropriations

Pay Roll for Personal Services

Pay Roll for Persomal Services =~ Memorandum

Voucher for Petty Purchases

Voucher for Petty Purchases - Memorandum

Voucher for Petty Purchases - Continuation Sheet

Vouchor for Petty Purchases ~ Continuation Sheet (Momorandum)

Time and Abtendance Report

Leave Record

...5..
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RESTR HCTED

CIVIL S3RVICE FORIS STOCIED IF cIs

FORI{ yo, TITLE
cs1z Proof op Roesidence
| CS1769 Alfidavit as to dombers of Family in Government Service
I 82803 Individual Retiroment Record ‘
[ 0S2806~1 Designation, Change or Revocation of Benoficiary
N CS2806-3 Notice of Correction of Individual Retirement Record
' CS2807 Register of Separations ang Transfor

J €S2807-1 Register of Adjustments
l 052807-2 Annual Summary of Retiremont Fund Transactiong

s CS3000 Retirement Dezth Claim

| CS3001 Application for Rotirement Annuity

| €83002 Application fop Retirement on dccount of Disability
§ CS3005 hpplication for Refund of Retirement Deductions

MISCELLANEOUS FORMS STOCKED IN ¢cIA

‘
i

| Treasury Departient Formg
| e TONT Forms

=4 Employee's Ty hholding Exemption Cortificate
{ 1737 Bond Issuance Schedule - United States Savings Bonds -
i Seriss E
17374 Bond Issuance Schedule - United States War Savings
j Bonds - Seriss B
g 6569 Power of Attorne:y by Individual Tor +the Collection of

Checks Drawn on the Trsasurer of the United States

Departmont op She Army Forms

LGO-WD17 Requisition for Publicationg and Blank Fornmg
§ ) D43 Individual Barnings Recorg

) D44 Pay Roll for Personal Services (Civilian Zmployoes)
Ddda Pay Roll for Porgsonal Services - Continuation Sheet
WD44b Pay Roll for Personal Services - Memor andum
#D44c Pay Roll ror Personal Services - Memorandun - Continuation Sheat
D58 Pay Roll Change Slip
7iD60 Pay Roll Cortificati oy Control
D61 Individual Barnings Records Summary Control
WD62 ar Savings Bonds Control
" Foederal Works Agency Forms
" LBPngy Forms
10~292 Requost for Tork to be Performeg
68 Property Pass
Government Printing 0ffice Foris

:; R2390 8rder for Standarg Forns or Supplies

RISTRICTED
—_— Y
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CNTRAL THTBLLIC ‘NCL‘ ;/;(W AGENCY
; LueT

Co I. G. ADLINISTRATIVL

FOJ.S COUTROL allD STLNDAIDIZATION | OCTIDU I

kY

\
Authority \\

The Budrbf\octlon Financo Division, Personncl and Ldninistrative

Branch, is vested witNthe au thority to roview and control the usc, annli-

cation and reproduction of\forl 1s to be uscd by C.I.G. and tho °‘1..El”ldul"dl—

\
zation of procedures in cormoqt: on wlth the use of such forms.

dequests for new or addi
Iy
" g o d . ap
be forwarded to the Budpet Scetiey, tojgther with Form 36-2,
V4

§

thonal quantities of oxlsting forms will

"lenroduction

Aequicition', in dunlicafe. e qw te for 'ﬂ;cm eduction »f foras will not be

honored without the nrier annr og 1 ol the Tlud“o ¢ Scetion,

Premaration of Forns and I’rochurc:s N

& Y
F x

. A
The Budget Seotion foffors the auqlvt;mcc »of’ qualifiecd personncl

;.

5,
in the proparation of new I'jlms and the devising of piz,pcodures te be used

h

é’
in the application of "uch!uorns. In instances where a rﬁow proccdure is

v
t{* be established, or whofe new forms are to be prepared, \‘1.( Budget

; I
Eeetion should be advisc;d in order thit they nayr suncrvisge and ass:Lst in

’.

this connection, "I;;w pn’oct dures will not bc issued in the forn of Lidmin-

\\

istrative Orders or Insftructions until the nrocodures or insitructi ons have

been reviewed by the Bud[’ct Scetion and clmrcd by the Intcrdonﬂrtmntal

Ceordinating and l'mnlnr* Stalf,

FOit T DIRLCTOL OF CDHTRAL

olonel, CAC
Lxccutive for mrsnnnol and Adninistration

CANCELLED OR SUPERSEDED

S
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| STATINTL
|

STATINTL
CENTRAL INTELLIGENCE AGENCY

Washington, D. C.
STATINTL

\ \ ADMINISTRATIVE LNSTRUCN < 3 June 1948
\\\ NO.

N . N /e
A

SUBJECT: CIA Forms.

STATINTL \
Rescinds Administrat\ive Instruction ‘No.-i datedv‘j' October 19
W i \ s
\? 1. Requests for new and\ revised forms should be: oubmltted to the
: Executive for Administration eﬁqd Management on Form, No, 30- 11, "Reques

> for Approval of Forms" (see atta\chment), toge ther with draft of Progos
} STATINTL form and "Reproduction Requisiti on, " Form Noa 6-¢. "Requests for Sup
f‘ - plies, Equipment or Service," ltorm No. 36-7, Wili te used in lieu of
Form No. 36~2 when procurement is to be made f,:t om outside sourcns.
2. Assistant Directors and Staff Chwis are rcspons;bla' Tor irsur-
ing appropriate coordination prior to submission of proposed forms for
final action. This coordination should ‘\govn.de for maximum utilization
and s tandardization for intra-office or. intra-agnncv use, including
elimination of unnecessary or esgonblally dupllczte current forms,

3o The Management Branch, A&M,, Wl.x.l prov:l.de procedural and format
assistance in developnent and utlllaatwn of propo.aed forms, ,

lla Requests for forms sbocked by Services Branch A&M, W111 be
submltted directly to the Supply DlVlS:LOI'l, Serva.ces Branch, on Form No.

| A i 30"’7 ° £ ,
\\ .‘ \.

' 5. All offices which maln’c/'nn an exclusive :anen‘torv of forms will
v submit Form No. 36-2 or Form No» 36-~%, as appropriate, to the Management
v..  Branch, A&M, when reordering sﬁch forms ., \

S
i
.

N 6. Two finished copies of all new or revised forms w*.LlfL be forward~
v ed to the Management Branch by :

e Reproductlon DlVlSlOl’l, Services Branch - when forms'are repro-
duced within CIA.

b. Supply Division, Services Branch - when forms are obtained
from outside sources for central stocking within CIA,

¢. Using Offices - when Forms are ordered from outside sources
and stocked only within the using office.

* ' FOR'THE DTREGTOR OF CENTRAL. INTELLIGENCE:

STATINTL s
Executive for
Attachment Administration and Management
DISTRIBUTION: A
. Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3
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o
o

4 N
) REQUEST FOR THE APPROVAL OF FORMS |
NOTE: Soe Instructlions oh "reverse slda. / ‘ Ce
TITLE OF FORM PROPOSED EDITION TYPE OF FILE
— T T visiste T sinper
C—J revisen 1 verticie  |—_J Foloer
NUMBER AND EDITION DATE OF EACH FORM SUPERSEDED SUPPLY OF CURRENT FORMS

[ Jto e useo - [___JNoT To BE usED

JUSTIFICATION

PUBLISHED AUTHORITY DIRECTING USAGE; PROCEOURAL PURPOSE!S SPECIFIC ORGANIZATIONAL UNIT INITIATING THE FORM; NUMBER OF
COPIES IN WHICH PREPARED AND THEIR DISPOSITION

u

COORD | NATED FOR STANDARDIZED APPLICAT{ON CONCURRENCES {Intra-agency using offlices or officlals!
[ Jves [ Iweo

) : .
REMARKS: : SIGNATURE

" DATE -
* \ /\
FORM NO. . *Use reverse side If necessary .
_JuN 1948 30°%

. Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3
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25X1A
oo DEC 16 191 ~
RESTRICTED ' /
. ' 25X1A
Z/ ADMINISTRATIVE INSTRUﬂ 1, December 19[;9
NOI
SUBJECT : If‘érms Control and Standardization. 25X1A

RESCISSION:. Administrative Instruction No..- dated 3 June 1948,

l. The CIA forms dontrsl and standerdization progrem is designed
to premote procedural efficiency, eliminate duplication of forms, achieve
»'  eoconomles in the proourement, stocking, and distribution of forms and re-
duoe the man-hours required to process them.

2+ A form is & printed or reproduced dooument with blank spaoces
previded for inserting specifio information. A "form letter" is a letter
" printed or reproduced to furnish information for repeated mailings or one
<7 7>mailing to numerous destinations. Form letters with or without blank spaces
A are considered forms for the purposes of this directive.

3. The Management Staff is responsible for:

8. Reviewing, recording and approving requests for the use,.
reproduction, or procurement of all Agenoy forms.

25X1A

b. Reglstering and assigning identification to forms,

oe Eutablishing and applying design and specification
standards to ferms.

d. Aralyzing forms for essentiality, purpose, content,
simplifiocation, consolidation, standardization,. and related
precedures, :

e+ Furnishing technioal assistance in designing ferms.

f. Moking recommendations in connection with the proecure=-
ment, storage and distribution of forms.

7
07

g+ Initiating surveys for the purpose of elimineting unneoces=-
sary forms,

yar

he Clearing with the other agenocies on matters perteining te
thelr forms used by the Agenoy..

/.

\ i. Evaluating the forms control and standardization program.
Y Le The olasses ot,"(;for:\x)%b used in CIA are:
. ae CIA Forms - Approved by the Management Staff for use of
~ the Agency..
\ ) b, Standard Forms - Approved by the Bureau of the Budget
\\l\\ or the General Accounting Office for the mandatcry use of cther
i agenoles,
-]
RRSTRICTRD
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RESTRICTED

oe Civil Service Forme - Presoribed by the Civil Service
Commission for the use of all Pederal agenocies in the adminis-
tration of oivilian personnel. ,

de Msoellaneous Forms ~ Developed within and approved by
other agencies whioh ocannot accurately be cvlassified under a,
b, or o above but which are authorized for use of CIA.

" 5. Assisteant Directors and Staff Chiefs are respensible for insuring
appropriate coordination on proposed forms and providing for maximum utili-
zation and standardization for intra-office or intra-agenoy use. Where
poselble new forms will eliminate essentially duplicate current forms,

6, Requests for new or revised forms shall be submitted to the
Management Staff on Request for Approval of Forms (Form No, 30~11) with
& draft ol the proposed form and Reproduction Requisition (Form No. 36-2).
Request for Supplies, Equipment, or Service (Form No. 36-7) shall be sub-
mitted in lieu of Form No, 36-2 when procurement is made outside the Agenoy.

T+ The printing, reproduction, procurement or use of forms within the
Agenoy is prohibited without the prior approval of the linnagement Otficer.
Two copies of improvised forms ourrently used shall be submitted with Form
No., 30-11 to the Management Officer flor’ approvail,

8. Requests for the discontinuance of approved forms shall be sub-~
mitted to the Management Officer by the office which initinlly requested
approval.

9. A funotional list of all approved CIA forms and a numerioal list
of all non-CIA forms currently stocked in the Supply Division are attached
as an appendix, An emendment to the list will be issued sach quarter. A
revised list will be issued on 1 July of each year.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Captain, USN
Exeoutive

ATTACHMENTS : L
. Appendix
X, TFunctional Index for CIA Forms
2. TFunctional Listing of Approved CIA Forms
5. List of Standard Forms Stocked in CIA
4. List of Civil Service Forms and Miscellaneous Forms
DISTRIBUTION: A -2=

RESTRICTED
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LDMINISTRATIVE IESTRUCTION -
25X1A

31 OCTOBEZER 1949
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. RiESTLICTED

FUNCT;OMAL INDEX FOR CIA FORMS

SUEgEeT T — “PAGE

Aecounting, Accounts and Audits

hction

Allotmonts and Allocations

spnlicants, Lpplications, Lppointments, Personnel
and Feraonal Data

Approvals

Attendance and Leave

Charge-Out and Filing Devicos

Check Shects

Clearances

Coding

Contact, Liaison and Interview

Contracts and Agreements

Control and Follow-Ups

Damage, Destruction, Salvage and Loss

Distribution, Delivery and Disposition

Examinations and Tests

File Slips

Indebtedness

Information Requests, Reports and Records

Instructions

Inventories

Lettarheads

Logs and Registers

Mail, Courier and Hessongor

Medical

Obligations

Orders

Passes, Pass and Adnission Records

Pay Roll and Time Records

Production

Purchase

Receipts and Receiving

Recruitment

Reference Index

Reports and Statements

Requirenents

Requisitions and Requests

Rosters and Strength Reports

Routing, Signature and Memo Sheets and Slips
Schedules
Status
Surveys, Studies, Investigations and Inspections
Telecommunications
Training
Transfers
R,
" "RESTRICTED
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14.
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FUNCTIONAL INDEX FOR CIA FORMS

SUBJECT PAGE NUMBER
Transmittals 18
Travel, Transportation and Shipping .
Vouchers pene o,
‘Work Sheets, Charts and Graphs ;‘.g
I e
RISTRICTED
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FUNCTIONAL LISTING OF APPROVED CIA FORMS

CURRENT
FORM NO. TITIE EDITION. DATE
Accounting, Locounts and Audits
3%-16 Locounting by Individual for Advance JuN 1949
3218 Post Allowance Audit Card ‘ FEB 1948
3L-12 Pastage Stamp Disposition Record and Sum- :
mary Report ' ocT 1949

2,102 No Title - Request to carrier for rebilling

of Transportation Request because of un-~

used portion of ticket. JUN 1949
3l,-10% No Title - Request for olarification.te

permit prompt settlement of billing (Bond)  JuL 1948
3)}-10% No Title - Request for clarification to

permit prompt settlement of billing

(Tissue) JUL 1948
2L-104  Request for Information Relative o Dis-

position of Certified Voucher Covering

Account ocT 1948

36-88 Reconciliation Card ' JUL 1949

57-13 Cash Journal ' JAN 1948

59=44 Financiel Status of Project JuN 1949

Aetion

37-1 Confidential Funds Personnel Action . AUG 1949

373 Personnel Action Request JUL 1949

; 37-14 Placement Action Slip FEB 1949
? 3765 Personnel Action Route Slip ' JuN 1949
37-109 Personnel fiction Trensmittal Memorandum JUN 1947

37=111. Canceled Personnel iction . SEP 19,9

Allotments and Allocations

32-5 Advice of Allotment Authorization AUG 1948
327 Request for Change in Allotment NOV 19L7
) 3%-20 Report on Expenditures and Budget .llo-
: cations MAR 1948
i 59-2 Excerpt of Financial Data JUN. 1949
59-5 OPC Administrative Allotment Advice : JUN 1949
59~-5 OFC Administretive Allotment Advice (Tissue) JUN 1949

{ fipplicants, Applications, Appointments, Personnel and Fersonal Data

i 23-1 ALpplicant Record Card ' wov 1947
; 33-2 Foreign Duty Dota Sheet MAR 1949
} ) . )
-1
| RESTRICTED
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KESTHICTED
FUNCTIONAL LISTING OF APPROVED CLA FORI(S
CURREHT

FORUT 110, ) TITLE EDUTION DLTE

ALpplicents, Applications, Appointments, Personnel and Personal Data (cont)

83-11 Cath of Office R DZC 1946

36~39 4pplication for Parking . FEB 1947 -
37-20 ' | Service Record Card -~ White . ‘ 'EB 1948
37-22°" " Within Grade Promotion Record . Co JUW 1947
3738 Housing Application _ » JIL 1947
37-49 Applicant Date Form . . . . JUL 1948
37-50 Personnel Data Form ) " JUL 1948
37-58 . Military Record L APR 1949
37-105  Periodic Pay Increase .Report B CCT 1949
38-1 Parsonal History Statement . . SEP 1948
38=1A Personal History Statement - Appendix 1 ... AUG 1848 |
38-35 Application for Employment . o . JUL 1248
3839 ilotice of Fingerprinting . - 'SEP 1949
51-24 Personal History | . ' TJUY 1949
51-105 flo Title =~ Lotter of Appointmeant .

(Unvoucliersd Zmployees) JUN 1248
56~-65 ‘Employse's Information Form - Field . MR 1248
56-67 Employee's Information Form - Departmontal " ALG 1548

Approvals ”

1C-1 Advice of Project Action JUN 1948
38-101 = Security dipproval | MAY 1949.

Attendance and Leave

35-30 ' Duty Status Report I JUN 1949 .

35-22 Bi-Weskly Attendance Record o AR 1947 |

38-29 Attendance Report ' ' DEC 1947

56~25 Daily Attendance Record - Voice Monitoring :
Section » o UUMAR'1947

Charge-Out and Filing Devices ..

35-13 Docunent Charge-Out Slip ' o HOV 1948
35-24 Serial Removal Form . -~ . AFR 1947
55-26 Lbstract Charge-Out Slip : - . PR 1947 .
356-28 - . File Chorge-Out Slip . - .. . .. . FAB 1949

Check Sheets

387 Security Check Shest : < JLIT 1248 o

38-8 . . Stoff Duty Ofiicer's Check List . - - JUH 1948

56-14 The Daily Report - Steucil Checl Shest LPR 1947

70-22 Final Checking Record FER 1943
L =2a
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KESTRICTED

FUNCTIONAL LISTING OF APPROVED CIA FORMS

'CURRENT
FORM NO, TITLE EDITION DATE
Clearances
20-2 Record Card JUN 19L8
27-101  No Titlo = Office Memorsndum MAR 1949
3L4=30 Final Poyment Clearance Sheot FZB 1949
3731 Medical Clearance (Military) C JAN 1947
37-—10& Request for Scourity Clearance . MAY 1949
37-105 Periodic Pay Incrense Report OCT 1949
Coding
29-22 Graphic Materials Coding Shect - Books . FEB 19,8 -
29-28 Foreign Industrial Transcript Sheot MEY 1948
30-9 Graphic Materials Coding Shest - lMeps DEC 19&7
- 38=Ly7 Security Information Card : MiR 1949
60-23 Master Card Data MAY 1949
60-L7 Graphics Register Analyses Sheet - Spot .
C Photography and Personalities NOV 1948
60-49 Individual Code Shect , AUG 1948
60-L9L  Organization Code Sheot ' SEP 1948
60-55 Graphic Meterials fnalysis Sheet - Film ALPR 19L9
60-59 Biographical Code Sheet DEC 1948
20-22. Product Transeript Sheet - Card No. 3 JLN 1949
0- "
(Test) Employee Status Change Card : “JUL. 1949
60-67 Industrial Register Transcript Sheet No. 1 JUL 1949
70-30 . Map Catalog Cord ' MLY 1948
"70-L48 ° Shipping Record ' 0CT 1949
Contact, Linison and Interview
37-13 Personnel Relations Interview Record FEB 1947
_38-32 Investigative Linison Record ' : ‘MR 1949
39-~1 Report of Interview WOV 1946
51-33  Liaison - Contact Card JJUN 1947
51-35 Contact Locetor Card : JUN 1947
51-L6  State-Control Record Card-White : 0CT 1947
51-46 Statc-Control Record Card-Blue OCT 1947
57~19 OO/C Case Shest FEB 19L9
60-56 :
(Test) International Travelers Arriving and .
‘ Departing U.S,i. DEC 1948
' 60-63 Record of Liaison Contoct APR 1949
; 70-L6 Data on Exchange 0CT 194

RESTRICTER
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RESTRICTED :

FUNCTIONAL LISTING OF APFROVED GIA FORMS

) : CURRENT
FORM NoO, TITLE EDITION DATE
Contracts and Agreements
36-35 Informal Agreement for Services JANI9LT7.
365 General Contract Conditions . MAY 1947
37-39 Release o ocT 1949
37-53 - Personal Servioce Contract _ APR 1949
38-33 Secreoy Agreement o APR 1948
51-39 Bill of Sale S R JUN 197
51-L0.  Declatation of Trust ‘ JUN 1947
51-104 No Title - Employment Agreement : JUN 1948
55-10L No Title - Employment Agreement JUN 1948
Control and Follow-Ups

29-23 _ Block Control Sheet ' T i JUN 1948
30-5 Table of Organization oo MAR 1948
32«1 Form Control Card g S L Nov 19,8
32«8 °  Position Control Ledger - T -~ APR 1947
32-9  Alphabetical Form' Control Card - . © T MAY 19h7
32-12 Position Control - White - : T JUL 19L9
32-12 - Position Control - Blye ! o JAN 1948
35-21 SFD-SMU Posting Control : " MAR 1948
35-53% PrOJect/Contrac'b Control Card B © NOV 1loh8
35-5/ Contraet Payment Control Card ' DEC 1948
35-58 Important Notice - - - o Juy 1949
36-13  Accounts Control Register 0CT 1946
36-1  Stock Control Card - - OCT 19L6
36=14A Stock Control Cardg - - i : FEB 1948
36-15 Voucher Register ' © T OCT 19h6
36-254 Supply Record Card B JUL 1949
36~32 Daily Gasoline and 0il Consumptlon DEC 1947
36-3) Contractor's File Card o L JAN-1947
36-Ll  Non-Expendable Property Record JAN 1948
36=L6 " Dispatcher's Record - : o " DEC 1947
36-L7 - Cheuffeur's Record S © WOV 19h7
36-1,8 Identification Control Card T © o JUL 19h7
36-55 Contract Record o : - ' SEP 1947
36=59 Vehicle Repeir Record . o Nov ioh7
36-87 Replenishment of- Stock Record ‘ o JUN 19h9
%6-89 Vehicle Record ' S © OCT 1%h9
37-15 Position Control Card - "“hlte T © . ocT 19h8
37-15 Position Control Card - u'almon OCT -19h8"
37-50 Follow-Up Slip= """ . - "~ NOV 1948
37-63 Personnel Processing Control Gard ' MAY 19[49'

| ' ssTrd

| EESTRICTED
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FUNCTIONAL LISTING OF APPROVED CTA FOR'IS

CURRENWT
FORIT HO. TITLE EDITION DATZ
Control and Follow-Ups (cont)
37-69 Approved Positions : " SEP 1949
38-27 Open =~ Safe Labol IC 1947
38-40 Physical Security Control Card JUN 1548
51-48 Status Coutrol Card } ' APR 1949
51-55 Letter Card ‘ JAT 1948
51-56 Document Card JAY 1948
51~74 Document Coubrol Card FEB 1949
51~79 Stock and Allocation Record JUL 1949
57-20 Index Section Control Slip o MAR 1949
53-10 Project Record Card OCT 1949
58-11 Periodical Record Card . SEP 1949
59~1 " OFC Froject Control WOV 1948
60-41 CIA Library Conmtrol Slip JUL 1949
60~57 Batch Control Sheet JUL 1949
60-60 Information Control Sheet DEC 1948
50-62 Document Index Control Sheet FZB 1949
60~-65 Graphic HMaterials Record ) JUL 1949
60-568 Publication Supply Record TP 1949
70-17 Progress Card S DEC 1547
70-24 Drafting Room Record FEB 1948
70-26 Office ifap Record . FEB 1948
70-31 Base lap Progress Chart : i APR 1948
70-32 Overlay Frogress Chart "~ LPR 1948
70-37 Loan Record Card ~ White JUN 1948
70-37 Loan Record Card - Buff JUN 1948
70-41 . Map Request Routing Sheet WOV 1948
7047 Follow-Up Requirements - S0 OCT 1949
70-474  Follow-Up Requirements - 00/C . 0CT 1949
Damage, Destruction, Salvage and Loss
' 35-18  No Title - Certification of Destruction of
o . Document ' .. NOV 1947
35-52 Destruction Report Card . ©AUG 1949
3642 Voluntary Payment for Public Property MAY 1947
i 36-82 Cortificate of Droppage - Expendable Supplies DIC 1948
: Distribution, Delivery and Disposition
36=21 Distribution Record File Card .. iR 1947
‘ 36~10 Combination Stock Record, Receiving and :
j : Froperty Issue Form ‘ ' o 4PR 1948
; ‘
R
i w5
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FUNCTIONAL LISTING OF APPROVED CIA FOIMS

CURRENT
FORM NO. TITLE ‘ EDITION DATE
Distribution, Delivery and Disposition (cont)
36-21 Authorization for Pigk-Up and Delivery " JUL 1948 -
36-29 Notice of Delivery : JAN 1947
36-102 'Letter No. 1 - Inquiry as %o overdue
. delivery. AUG 1949
361028 @ Letter No. 2 - Inquiry as to overdue o
, delivery. ) ' AUG 19L9°
%6-108 ~ Letter No. % - Inquiry as to meiling date - '
of periodicals not received. AUG 1949
70-26 ~ Primary Distribution Record - FEB 1948
70-33 . Map Delivery Record MAY 19L8
70-L5 Map Printing ond Distribution Record . AUG 1949
Examinations and Tests
37-L42  Test Record Card “ SEP 19L9
3703 Test Data Report Form ‘ DEC 19L7
37-L45 .. Clerical Aptitude - APR 1948
%7-L6 Shorthand Test Sheet . Ay 1948
27-51 Checklist and Score Sheet for Road Test = '
in Traffic - AUG 19L3
37-T70 Report of Qualifications : SEP 19&9
File Slips
S ——————— ..
29-19 Library File Slip = Green - T JAN 19L3
35-1 . . File and Routing S1ip T - .o Jam 199
35-31 Abstract File Slip - VWhite APR 1047
35-31 Abstract File Slip = Yellow ‘ AFR 1947
35-31 Abstract File Slip = White and Blue.. - . . .. APE 19LT -
35=31 ibstract File Slip - White, Blue and Groen AFR 19L
35;51 Abstract File Slip - Yellow and Pink ’ APR 1947
%8-62 Abstract File Slip - Reference Index = I&S™ AUG 1949
40-16  Cross Referemce Slip . i ' *pEC 19L7
70-y . File Slip = Unclassified R AUG 1948
70-5 File Slip - Classified o AUG 1948
Indebtedness
3l-21 Bill for Collection' . - ' ' 0oCT 1949
5 34-21 .. Bill for Collection - Tissue = " MR 1947
| 3,.22  Stetement of Details .. AFR 1947
! 3L-25 Claim for Refund JUN 1947
L e
| RESTRICTED
i
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FUNCTIONAL LISTING OF APPROVED CIA FORMS

CURRENT
FORM NO. TITLE EDITION DATE
Information Reguests, Reports and Records
37-L Service Record Information ocT 1948
37-6 Personnel Information JUL 1949
51-ly Information Report JLW 197
51-l4 Information Report SEP 19,8
51-LA-1  Information Report DEC 1948
51-4B Information Report DEC 1948
51-4C Information Report ‘ DEC 1948
51-5 Information Report - External Survey -
Detachment ocT 19ho
51-1, Information Directive JUN 1949
51-15 Evaluation Record AUG 1947
51-25 Grading Shoct JAN 1947
51~58 Field Information Report Sheet FEB 19,8
51-59 Operational and Source Datn She:t FEB 1948
51-61 Information Report MaY 1949
51-614 Information Report MAY 1949
51-76 ' 080 Preliminary Response o 0CD MAR 1949
51-77 Information Report JUN 1949
55~8 hLssessment Sheet JAN 1949
25=101 . Assignment of Collection Aotion MAY 1947
57-6 Organization Activity Record AFR 1947
25X1A 57-1L Process Shects for il Reports MAY 1948
57-15 Reports Record Card May 1948
57~16 Process Sheet for 00/C Cases JUL 1948
57-22 -Case Status Report : MAY 1949
T 58-3 ICF Sheet - &"x104" : JUL 1948
58-34, ICF Sheet - 5"x8" JUL 1948
58-5 Project Record Card DEC 1948
58-6 Project Record 4 APR 1949
58-7 Project Record B APR 1949
58-8 Editorial Press Work Shect LPR 1949
60-1 Request for Intelligence Information APR 1948
60-3  Information Dispatch Slip FEB 1947
7 60-6 C.D. Kardex Record ' VAY 1948
; 60-3L, ICF Card - Duplimat : ‘ JiL 19&9‘
60-58 Biographical Information Sheet DEC 1948
6i=584 Biographical Information Sheet - Continuntion
j Form ' . . Jay 19h9
2EX1A 60-58B  Biographical Information Card -- : JUN 1949
- 60-60 Information Control Sheet ‘ DEC 1948
: 60-6l, Biographie Report o MAY 1949

-7
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PUNCTIORAL LISTING OF APPLOVED CIA FORMS

- o * CURRENT
PCRM NO. . : - TITLE EDITION DATE
Information Requests, Reports and Records (cont)
60-101  No Title - CD Letter Pack | B AN T
70-10 Intelligenoe Information Report Grading
. Sheet S : MAY 1949
70-3l Personnel Reporting Form ‘ : MLY 1948
70~%5 Organization Reporting Form : MaY 1948
70-LLy ORE Report 15-L9 Supplement - Dupllmdt : JUM‘19h9
Instructions
20-5 ICF Reproduction Instructlons ) . DEC 1947
“60-71 Consolidation Instructions ‘ : 0eT 1949
70-23 Revision and Rerun Record S FEB‘l9h8
Invéntories
45=5T. Semi-innual Inventory Report S JUN 1949
36-16 Report of Inventory Adjustment R 0CT 1946
" 36-19 Froperty Invuntory Record .~ JUN 1949
‘36 83 Stock Card : S : JAN 1949
Letterheads
5128 No Title = Official D1sp4tch (Whlts) MAR 1949
51-28L°  No Title - Official Dispatch (Blue) . . - MAR 1949
51-29 No Title - Officinl Dispatch (Yellow) JUN 1949
Logs ‘and Registers A
35-19 - Log | e | FEB 197
35-32.  Outgoing Cable Control Sheet' . MAY 1947
25=33 . Incoming Cable Control Sheet 5 ‘ May 19L7
35-3L .. Incoming lLog - Secret = © . MAY 1948
35-35 = Outgoing Log - Secret . . ©0CT 1gh7
35-42 Signal Center ‘Number Log = out o LUG 19h7
35-43  signal Center Number Log = In AUG 16h7
35y Teletype Wire Sheut - Inward | c ' v
557h5 Teletype Wire Sheet - Outward e : ‘
35-46 Log - Confidential ©OCT 1947
35-51 Consolidated Teletype Wire smuc v MAY 1948
35-52 Incoming Cable Log JUN 19L8
36-69 Daily Log for GPO Work =~ . JUL 19L8
36-72 Domestic Shipping Register - JUN 19L&
-8 .
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FUNCTIONAL LISTING OF APPROVED CIA FORRNS

CURRENT
FORM NO. TITLE EDITION DATE
Logs and Registerc (cont)
%6-78 Record of Jobs Processed in Composing Room JuL 1948
376l Reference Log Sheet, Confidential Jacket,
Personnel Folder JUN 1949
38-11 Visitor's Register Log : JAN 1947
%8-1l Top Secret Log AFR 1048
5131 Information Cable Log MAY 1947
51-38 FFDA Reports Loz Mo, 2 JUL 1948
51-L2 - Log o AUG 19LT
51-52 Source Log FEB 1948
51-6l Station Traffic Sheet AFR 1948 .
56-20 Cable Log - [N MR 1947
57-21 Field Office Log Sneet MAY 1949
607 Document Log Sheet AFR 1947
70-2 Incoming Log APR 1949
70-% Outgoing Log : FEB 1947
70-8 Cable Log - Secret and below. MAY 1949
10-9 Cable Log - Top Secret FEB 1947
70~27 Map Reguest Record , FEB 1948
70-10 Job and Time Log . JuN 1eh8
Mail, Courier and Messengen
37 No Title - Check Muiling Slip APR 1947
3,-13 Fostage Stamp Disposition Record and Sum-

. mary Report oCT 1949
35-10 ° Envelope and Messcoge Receipt MAR 1947
35-11 Postage Slip : DEC 1948
35~16 Courier's Classified Mail Receipt JUL 1949
35~27 Special Mail Preference Slip AFR 1947 .

Medical
37«7 Treatwent Record Card - NOV 19L6-
37-26 Daily Report of Emergency Treatments and .

' Physical Examinations - " SEP 1949-

37-27 - Monthly Report of Emergency Tre'xtments and -

Physical Examinations JAN 19)47
37-%2 Report of Physical Quallflc'ﬂ:lons for Duty ‘DEC 1948
37-L7 Record of Individual Hypodermlc Injections JUL 19L8-
57-Li8 Case Record JUL 1948
37-52 Physio-Therapy Record ‘ OCT 1948
37-56 Health Record Nov 1948.
37-564 Health Record - Continuation Form NOV 19L8
37-66 Motion Sickness JUL 1949
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FUNCTIONAL LISTING OF APPROVED CIA FORMS

CURKENT
FORM NoO, TITLE EDITION DATE
Obligations
32-19 Memorandum Record of Obligations . . " JUL 19h49
39 Miscellaneous Obligation Record JUN 1949
51;.-;12_ Report of Obligations and Expenditures by :
Object Classes ‘ NOV 1948,
3h-124 Report of Obligntions and Expencitures by C
Objeot Classes - Work Sheet . AUG 1948,
311, Report of Estimnted Obligations - AUG 19l
34-15 Record of Obligations and/or Payments . = gyy kg
3L-3], Record of Unliquidated Obligations MAR 1949
Orders
3327 Travel Order : JUL 19lj9. .
53728 Domestic Travel Order S MAR 1949
BLL-;[:.' ¢ Travel Order iy MiR 1949
3h-la - Travel Order - Tissue , - MAR 1949
36-1 Purchase Order . . MAR 1949
36=36 Order Ticket ©or AN 19h7
36-58 Job Order DEC 1947
36~65 Telephone Service Order . -~ APR 1948
36~77 Work Ticket R (1 00 < 1Y
36-79 -Supply and Work Order : - . ocT 1948
36-8l; Work Order - Graphics - . _ FEB 1949
Passes, Pass ang Admission Records
38-L - Admission Card _ ' , - MAY 1947
28-5 . Forgotten Badge Record .. JAN 1947
38-11 Visitor's Register Log JAN 1947
38-19 Visitor Admittance Form JAN 1gL8 .
38-20 Identification Badge Record ‘ , SEP 1947°
38-26" Limited Fass Receipt e - -DEC 1947
38-31 Tabulation of Visitor Traffic ‘ © NOV 1948
38-L1. “Photograph Identification . - S JUL 1948
38-43 Admittance. Sheet for Telephone .Company L
' Employees e : ~  SEP 1948
38=L6" Limited Pass Record - - . . JAN 19hy
38-63. Visitor.Exit: Pass - Blue .. .0 1949
38-63"  * Visitor Exit Pase - Buff - . TAUG 2949
38-63 Visitor Exit Pass - Pink - . T AUG 1949,
10~
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‘ . 0045-3
Approved For Release 2001/08/02 : CIA-RDP81-00728R00010002

y




7
[ —
Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

RESTREGTED

FUNCTIONAL LISTING dF AFPPROVED CIA FORMS

CURKENT
FORM NO. TITLE EDITION DATE
Pay Roll and Time Records
22-3 Request for Approval of Overtime ocT 1949
33-22 . Appliocation for Payment of Allowances 0CT 1948
33.23% Pay R 11 Journal NOV 1948
33-2l; . . Employus Earnings Record © NOV 1948 .
33-29  Pay Roll Change Notice A MAR 19L9
3%=103 ° Authority to Make Salary Deductions oCT 1948 .
36 Pay Roll List NOV 1948
34~2ly = No Tisle - Request to outside agency for
information concerning last payment to
: employee transferring to CIA. oCT 1947~ -
3426  Barnings Record Card - Record of Native Pay  AUG 1947
3L--30 Final Payment Clearance Sheet FEB 1949
3L-31 Pay Roll Index Card DEC 1948
3l-32 Application for Allowances DEC 1948
3L-3% Schedule of Allowances DEC 1948
36-57 Doily Time Sheet DEC 1947
Production
37-68  Weekly Work Report AUG 19L3
56-35 Daily Production APR 1947
60-62 . Document Index Control Sheet ‘ FEB 19449
70-21 ' Map Reproduction Time Record ‘ FEB 19L8
70-25 ' ‘Drafting Assignment ' FEB 1948
Purchase
36-1 Purchase Order " MAR 1949
36-28 Tabulation of Bids © MAY 1948
36-3%6 Order Ticket S JAN 1947
36-101 Iuvitation to Bid JUN 1948
Receipts and Receiving
20-~1 ° Receipt FEB 1948
33-1L . Réceipt FEB 1947
35~%  Consolidated Receipt FEB 1949
35-10 Envelope and Message Receipt : MAR 1947
35-16 Courier's Classified Mail Receipt » -~ JUL 1gkL9
%5-20 Consolidated Intelligence Receipt 0CT 1947
35-l47  Communications Pouch Receipt NOV 1947
36-66 Memorandum Receipt MAR 1949
-llf
RESTRICTED.
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FUNGTIONAL LISTING OF APPKOVED CIA FOKMS
FORM 0. TITLE

Receipts and Receiving (cont)

36-67 Receiving Report
58-16 . Document keceipt
. 38-164, Document Receipt - Transmitiel
38-26 Limited Pass Keceipt
51-5l, Transfer Report
60-65 Graphic Materisls Record
70--18 Library Record Slip
70~-29 Transmittal Record
Recruitment
37~8 Recruitment Request
37-61 Personnel Recruitment Status

Refereﬁce Index

26-10 Report Record

29~11 Miscellaneous Document Record
29-20 Screen Record - Hetional irchives
30-10 Issuance Cross Reference Card

3l-31" Pay Roll Index Card

%5-30 ésbstract Tebulation Card

35=304 ibstract Tebulation Card
i 35-30B Abstraet Tabulation Card
; 35-300 Abstract Tabulation Card
35-30D Abstract Tobulation Card
36-81 Stock Locator Record
60-69 . fsbbreviation Card
70-16 Cross Reference Sheet
70~18 Library Record Slip

Reports and Sfdtements

29-16 Scientific Report

32-2 Monthly Forms Report

32-18 Comparative Financial Statement ‘
: 33 Administrative Audit Difference Statement
i 329 Reconciliation Statement

235~39 Daily Report
36-1,0 Moving Information Report

f 37-33 No Title ~ Commender's and Medical Officer's
| Report .

|

' -
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APR 1948
APR 1948
DEC 1948
DEC 19L7
DEC 1947
JUL 1949
FEB 1948
FEB 1948

JUN 1949
MAY 1949

DEC 1947
DEC 1947
FEB 1948
MAR 1948
DEC 1948
4FR 1947
SEP 1947
SEP 1947
AFR 1947
APR 19)-1-7
DEC 1948
ocT 1949
SEP 1947
FEB 1948

DEC 1947

~ SEP 1946

MAR 1949
CJAW 1948

FEB 1947
JAN 1947




Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

Ri“STRICTED

FUNCTIONAL LISTING OF APPROVED CIA FORMS

CURRENT *
FORM NO. TITLE EDITION DATEH
Reports and Statements (cont)
37-41 Personnel Status Report JAN 1949
37-L1a Unvouchered Personnel Status Report JUL 19L9
37=-67 ‘Daily Security Report JUL 1949
37=-70 Report of Qualirications ' ‘ SEP 1949
38~2. Security Violation Report : AUG 1949
38-L2 Daily Report ' JUL 1949°
51-53 Status end Efficiency Report ’ " DEC 1947
51-81 Covert IAQ Personnel Status Report QcT 1949
56-32 Report on Daily Typist Operations ‘ MAR 1947
ﬂequiremeqﬁi
32~15 Summary.of Budget Estimates Fiscal Year JUN 1949
32-16 Personal Services Estimates T JuN 19h4g
32-17 Non-Personal Services Estimates JUN 1949
57-18 Request for Requirements © JAW 19hL9
59-3 OFC Budgetary Data JuN 1949
7047 Follow-Up Requirements - 50 0cT 1949
T0=Ly 74 Follow-Up Requirements - OO/b o 0CT 1949
Requisitions and Requests
30-11 Request for Approval of Forms Juy 1949
33-15 Request for Advance JUN 1949
36-2 Reproduction Requisition MAR 1940
36=6 Report on Status of Requisition : . AUG 1949
36-7 Requisition for Supplies, Equipment, or
Service ) ' SEP 1949
36-74, Requisition for Supplies, Equipment, or
' Service - Manifold o , SEP 1949
36-58 - Job Order : ' ‘ DEC 1947
%6-65 Telephone Service Order S ‘ APR 1948
36-79 Supply and Work Order o 0CT 1948
37-59 Request for Persomnel Folder or Record Card FEB 199
37-62 Request for Designation ; : MAY 1949
38-2 Request for Credential JUL 1949 .
58-9 Document Regquest Gard : , ' _ AFR 1949
60721 Request for Inter-Library Loan o MAR lQhQ‘
60~70 Request for Library Loan Service ocT 1949
70-19 Drafting Specifications - Top Secret )
(Cover Sheet) FEB "19,,8:
70=~19A Drafting Specifications - Continuation Sheet FEB 1948
7020 . Type Order o FEE 1948
| 13-
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FUNCTIONAL LISTING OF APFKOVED CTA FORMS

CURKENT
FORM WO, TITLE EDITION DATE
Rosters and Strength Reports
32-20 Supperting Schedule fer ¢.F,B80 and S.F, 113 AUG 1949
3771 " Overt IAC Persomnel Status keport , o0cT 1949
38-17 "Fersonnsel Status Report APR 1047
57-23% Roster of Interpreters ' o MAY 1oLo
3 louting, Signature and Memo Sheets and Slips
; 15-1 Routing Slip ‘ DEC 1948
i 30-4 Official Routing Slip SEF 1947
’ 35-1 File and Routing Slip Jar 1zh9
| . 35-2 File Slip - Stendard Register (Used for '
' routing.) o o AUG 1547
i 35-140 Registry lioutinz Slip e JUL 1240
% : ' o In Error
‘ 35=55, Non~CIA Messape Routing and Recmrd Sheet - -
i ; " Loan Cepy : PP JUN 19L9
g 35=56 FWon-CIA Message kouting and Record Sheet - -
; Retain Copy B JUN 1949
%6-8 Transmitial Slip ‘ SEP 1946
%6=9 Office “essage . 8EP 19L6.
36-70 Moving Tag : o . JUN 1948
37-9 Heferral Sheet , . CAUG LY
3755 Keferral Slip S ... yov 1948
37-65 - Personnel Action:Route Slip . o © . Juy 1949
3813 Signature Record and Cever Shect c APR '19L8
38~134 Signature Record and Comment Sheet o JUN 1949
38-21 Security Branch SO Routing Sheet o ocT 1947
. 3834 Investigative Division kouting Slip . JUL 10l
51-9" - Reuting and Record Sheet - Blue (FreeA- h
o Restricted - Confide tial) e APR 1949
51-10 Routing and iecord Sheet - Pink (Secret) " - APK 1949
C51-17 Informétion -.Cable Routing and Record Sheet JAN 1gh7
. 91-18""  Confirmation - Cable Routing and Record Sheet Jaw 1947
" 51-19 Action - Cable Routing aud Record Shoet JAN 1947
51=-2% Cable Roubting end Record Sheet - Plain JAN- 1947
555 . Internal Routing and Record Slip = 00 ocT 1949
i Schedules
%660 Repair Schedule . . o R DiC 1947
36=61 Service Schedyle A - DEG 1947

36-77 Werk Ticket _ I JUE 1948

5
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FUNCTIONAL LISTING OF APPXOVED CIA FORHS

, CURKENT -
" FORM O, TITLE EDITION DATE
Schedules (cont)
%6-86 Weekly Working Schedule _ . MAY 19kg
537-28 Imnunization Schedule , JAN 1947
70=L2 Project Guide Sheet : , JUN 1949
70-43 Cover Sheet - White JUN 1949
70-43 Cover Sheet - Blue ' JUN 1949
Status
30-12 Request for Status of Forms . JAN 1949
37-35 . Verification of Status MAY 19,7
37-L1 Personuel Statug Report . _ JAN 199
37-l14 Unvouchered Personnel Status Report - JUL 1949
37-61 Personnel Recruitment Status o . MAY 1949
37-71 Overt IAC Personnél Statys Report ‘ 0CcT 1949
38-17 Personal Statys Report AFR 1947
51-36  Status Card : JUN 1947
51-81 Covert IAQ Personnel Status Report 0CT 1949
Surveys,- Studies, Investigations andg Inspections
32-1 ©  Budget Analyst Record : ' JAN 1949
36-18 Survey Report t . MAR 1549,
36-18 - Survey Report - S0 o _ . JAN 1948,
37-36 inalysis of Efficiency Ratings . MAY 1947
38-18 Analysis She ¢ " o ' VAY 1947,
38-2lB  Wo Title ~"Neme Check o - MR 19L9
38-48 . Name Check - Priority ‘ : - MAY 1949.
38-LBA. Name Check = Non-Priority ‘ _ NAY 1949 .
: 38-61 ©  Request Por Applicont Neme Cheok . ecT 19h9..
. 58-102°  Report of Night Inspection S - &UG 19L9 .
j 38103 Request for Investigation . 4 : FEB 1949 .
! 38-10L - No Title - Memorandumfof transmitting o -
i R results of covert name check. (White) . wmp 1949.
38-10L "'No Title - Memorandum for transmitting o ..
results of covert name check. (Blue Tissue) 4.._MAR 1949 .
60-U8 - * Machine Utilization : ) AUG 1948..
Telecommunications , .
35-) Classified Message - Ditto Master , - DEC 1948.
35-5 Incoming Classificd Message .~ Restricted , .
" (White) ‘ ' T MAR 1948
35-5 Incoming Classified Message ~ Confidential
(White) . AFR 1947
e _1.5 '-_ [
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|
|
|

’ RESTRICTED
} PUNCTIONAL LISTING OF APPROVED CIA FORMS

CURRENT
FORM NO. TITLE EDITION DATE
Telecommunications (cont)
35-5 Incoming Classified Message - Secret (White)  4AFR 1947
45=5 Incoming Classified fgssage ~ Top Secret X
(White) &FR 1947
35~5 Incoming Unclassified Kessage = Plain Text
(Green) AUG 1948
35-5 Incoming Classified Message - Restricted
(Yellow) ' MAR 1948
%5=5 Incoming Classified Message - Confidential _
(Yellow) AUG 1948
35«5 Incoming Classified Message - Secret
(Yellow) DEC 197
35-5 Incoming Classified Message ~ Top Seoret
(Yellow) ocT 19h7
35-6 Outgoing Classified Message - Restricted
(Pink) : M&R 1048
35-6 Outgoing Classified Message - Confidential
(Pink% ocr 19h7
35-6 Outgoing Classified Message - Secret ‘
(Pink) DEC 1947
35-6 Outgoing Classified lessage - Top Secret
, (Pink) J&N 1948
357 Outgoing Classified Message - White JUN 1948
35-7 Outgoing Classified Message - Blue JUN 1948
35-15 No Title - Message Center Dummy Copy DEC 1947
35-36 Incoming Classified Message - Yellow JuN 19h7
35-36 Incoming Classified Message - White (Tissue) JUN 1947
25-37 Outgoing Classified Message - Pink JUN 1947
35=37 Outgoing Classified Message ~- Pink (Tissue) JUN " 1947
35-38 Outgoing Classified Message - Blue JUN 1947
35-39 Daily Report JUN 1948
35-L8 No Title - Message Center Dummy Copy (Blue) DEC 13948
35-449 Signal Center Copy - Incoming Message (Green) mMar 1948
; 35-50 Classified Message = Temporary Copy ALPR 1948
i 3665 Telephone Service Order ATR 1948
51-68 Daily Record of Outgoing Messages JUL 1948
51-69 Summary Sheet AKUG 1948
51-70 Traffic Summary AUG 1948
STATINTL 56-18 Teletype Number Sheet MiR 1947
56-19 Teletype Number Sheet - | - <7
o 56721 Four Hour Traffic Check i MAR 19&7
' 56-22 Headings for MAR 19L7
STATINTL 5626 Cruising Roporiummm— , ocT 1949

| -16-
: . RESTHICTED
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RESTRICTED

B —— et

FUICTIONAL LISTING OF APPROVED CIA FORMS

CURREZNT
ORI ‘10, TITLE EDITION DATE
Tolecommunications (cont)
56-264 Cruising Report - Green OCT 1949
56~-268 Cruising Report - Yellow OCT 1949
56-260C Cruising Report - Blue OCT 1949
56-26D Oruising Report - Salmon ‘ OCT 1949
56-26E8 Cruising Report - Buff 0CT 1949
56-35 Daily Production 4PR 1947
56=44 Moscow Commenteries for ' Year JUN 1947
56-49 Line Schodules - White AUG 1947
56-49 Iine Schedules - Salmon . AUG 1947
56-49 Line Schedules - Buff AUG 1947
56-55 Number Seats for "B" Wire 0CT 1947
56-56 Monitoring Schedule NOV 1947
56-57 Headings for Cableg NOV 1947
25X1A 56-58 Headings for Cables NOV 1947
56-59 Headings ior Cables : NOV 1947
56-60 Headings for Cables NOV 1947
56-61 Fumber Sheet for "B" Wire - Able and Baker :
Circuits No. 201 to 400 . DEC 1947
56-66 Reception ILog AUG 1948
56-68 Set-Up Log =~ White JUL 1949
56-68 Set-Up Log ~ Green JUL 1949
56-68 Set-Up Log ~ Blue _ ~JUL 1949
56-68 S8et~Up Log - Salmon : o JUL 1949 -
56-68 Set-Ur Log - Buff ‘ ‘ JUL 1949
56-69 Bquipment Failure Report o JUL 1949
56-70 Station Log JUL 1949
56-71 Monitoring Report : ' JUL 1949 ,
. 86~72 Engineesr's Watch Report . JUL 1949
Iraining
51-1 Trainin; Request Form JAN 1948
51-186 Training Evaluation JAN 1947
51-16 Iraining Evelustion - Tissue ~ JAN 1947
51-71 Trainee Battery Form IOV 1948
51-72 Battery Ratings DEC. 1948
51-75 Training Record FEB 1949
Transfers
33-3 - Personnel Transfer and Clearance Sheet SEP 1946
36=-24 Property Turn-In and Trensrfer Slip . JUN 1948
37-110 Porsonnel Transfer Lotter FEB 1949
60-52 Records Trensfer Request SEP 1948
! -17-
: RESTRICTED
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RESPRICTED

FUNCTIONAL LISTING OF APPROVED CIA FORMS

CURRENT
"ORM YO, TITLE EDITION DATE
Trensmittals
33-101 o Title - Check Transmittal Memorandum JUN 1949
33-102 No Title ~ Memorandum . JUN 1949
34-101 No Title - Memorandum Requesting Additional
Information and/or Corrections in Connection
with Travel Voucher DEC.1946
36-38 No Title - Reference to Parking Permit FEB 1947
37-109 Porsonuel Action Transmittal Memorandum JUN 1947
51-108 No Title - Trensmittal Memorandum
60-46 Irensmittal Shecet i NOV 1948
70-29 Transmittal Record FEB 1948
70-38 Transmittal List MAR 1949
Iravel, Transportation and” Shipping
33-27 Travel Order JUL 1949
53-28 Domestic Travel Order AR 1949
342 Travel Expense Record ALTIG 1949
34~ Iravel Order AR 1949
34-4/, Trovel Order - Tissue YAR 1949
Sd~5 Roquest for Travel Order JUN 1948
54-16 No Title - ¢Ig llemorandum Copy for Travel
Request, §..F..1030 DEC 1946
34-17 Travel Order Amendment DEC 1946
34~-19 Identification Carg Record JAN 1947
3420 - Transportation Request Receipt MAR 1949
36=4 Request for Overseas Shipment of Cargo SEP 1946
36-5 Request for Pick-Up and Delivery Preparatory
for Overseas Shipment SEP 1946
36-11 Final Instructions for Overseas Travel . SEP 1946
36-27 Request for Movement of Family and Housohold
Effects ) DEC 1946
36=72 Domestic Shipping Register JUN 1948
36-85 Shipping Document AFR 1949
36-85 Shipping Document -~ Bagk APR 1949
37-60 Foreign Travel Request 5B 1949
38-49 Transportation of Household and Personal
Effects ang Automobiles JUL 1949
38-50 Travel History JUL 1949
51-78 Geographical Cargo Reference Card JUI 1949
51-103 Requost for Shipping Instructions DEC 1947
: 70-48 Shipping Record : OCT 1949
i ~18-
: RESTRICTED
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RESTRICTED

'Y 'CTIONAL LISTING OF APPROVED CIA FORMS

CURRENT
FORM HO, TITLE EDITION DATE
Vouchears

32«11 Journal Voucher for Allotment of Funds for

Personal Services .DEC 1947
33=5 Voucher for Payment of Individual Pay Roll

rmd/or ‘Cost of Living Allowancos MAY 1948
35-10 Special Funds Vouchor OCT 1947
33-12 Travel Voucher JUIT 1949
33-17 Reimbursement Voucher for Purchase and

Services Othor Than Paersonal JUL 1949
34-1 Record of Voucher (For Por Diem Accounts) SEP 1946
34=11 Analysis of Voucher MAR 1947

Work Sheets, Charts and Graphs
324 Chart (Fiscal Yenr ) JAN 1948
32-13 Persomnel Requircmon®s .fork Sheat JUN 1949
56-54 Space Survey ork Sho~t © SEP 1947
36-62 Cargo fork Sheut DEC 1947
. 37-34 Medical Stotistics Work Sheet FEB 1947
-61-45 Location Cnart SEP 1947
51-66 Chart (Fiscal Year 194 ) MAY 1948
51-80 . Assessment Cases and Froblems SEP 1949
:55-7 Iileoage Work Sheet FEB 1948
5€-28 The Duily Report - Master Contents Sheet MAR 1947
58-8 © BEditorial Precss Work Sheut APR 1949
60-18 Contact Register inalysis Report JUL 1948
60=53 Caption Report SEP 1948
60-55 Graphic Materials Lnalysis Shset - Pilm AFR 1949
75-1 Record of Infectious Diseases in Forsign
(Test) Countries JUL 1949
-19=
RESTRICTED
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FORM MO,

SF1
8F2
SF1
SFlL
SF19
SF23
: 8F25
SF25a
- 8F26,
SF27
. SF28

- 8F32

SF33
SF36
SF39
SFLO
SF50
SF51
SF52

. SF57. .

SF58°
SF60
SFé1
SF66
SF68
SF71
SF75
SF75a

P78 ¢
SF103 .
SFi05

SF113
SFll3a
SF1012
SF1012a.

SF1012b
SFl0l2c

" SFlolad

HESTIICTED
STANDARD FORMS STOCKED IN CIA
TITLE

Frinting and Binding Requisition

Lease

Telegram (7"x8"?

Telegram (8"x105")

Bond of Indemnity

Contract - Construction

Performance,BondA

Payment Bond

Driverts Report ~ Accident

Investigation Officer's Report - Aocldent
Claim for Demages - Accident, Motor Transportation
Contract - Supplies

Invitation, Bid and Acceptance

- Continuation Sheet for SF31 or SF§3

Request for Certification
Contract for Telephone Service
Changes in Civilian Personnel
Report of Efficiency Rating
List of Effieciency Ratings

Application for Federal Employment

Continuation Sheet for SF57

Appllcatlon for ‘Federal Employment (Short Form)

Oath of Office, AfildaVlt

Inquiry Regardlng Status, Veteran Preferenoe, and/br Serv1ce

Notioe of Official Efflclenc/ Ratlng . :

Appllcatlon for. Leave»

Position Deseription .

Guide to Position Cla531flers, Employers, Supervzsors for the
. Preparation of Pos1t10n Descrlptlons

Corblflcate of Medical Exemination

Application for. Servmce Credit .

: ,JObllgat"ons, Benefits and Perlleges of membershlp in the United

States Civil Service Retlrement System,
Monthly Report.of Federal Civilian Employment

'Quartcrly Report of Federal ClVlll&n Employment
Vaugher for Per Diem and/or Relmbursement of Expenses Incident

to Official Travel

Voucher for Per Diem and/br R91mbursement of Expenses Incident
to Official fravel - Memorandum .

Schedule of Expenses and. Itlnerary of Travelcr .

Voucher for Per Diem and/%r Relmbursement of Expenses Incldent
.o Offlclal Travel - Contlnuatlon Sheet :

Receipt for Cash - Subvouoher

-
* RISTRICTED
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SSTRICTED
STANDARD FORMS STOCKED IN CIA
FORM XO.. TITLE

SF10llje.  General Ledger

SFl015a  Allotment Ledger
SF1015b  Allotment Ledger - Copy
SF1016 Distribution Ledger
SF101l7g  Journal Voucher

SF103., Public Voucher for Purchases and Services Other Than Personsal

S¥103le  Public Voucher for Purchases and Services Other Than Personal -
Memorandum

SF10%5 Publie Voucher for Purchases and Services Other Than Personal -

Continuation Sheet

SF10%5a  Public Voucher for Purchases and Services Other Than Personal -
Continuation Sheut

SF1036 Statement and Certificate of Award

SF1038 Application for Advance of Funds for Travel Expenses

SF10Lly  Schedule of Collections C

SF10L6 Schedule of Transfers = Special Deposits

SF1o48 Public Voucher for Refunds - Memorandum

SF1049 Publie Voucher for Refunds '

SF1050 Public Voucher for Refunds - Memorandum

SF1055 Application for Payment of Amounts Due Decessed or Incompetent
Civilian Employces, Officers and Enlisted Men in the Military
Service, and Public Creditors of the Unitéd States

SF1062 Government Bill of Lading - Extra Sheet

3F1067 Public Voucher for Transportation of Passengers

8F1067s.  Public Voucher for Transportation of Passengers

SF1067b Publie Voucher for Transportation of Passengers

8F1067¢  Publie Voucher for Trensportation of Passengers

SF1069 Voucher for Allowances at Foreign Posts of Duty

§F1069a  Voucher for Allowances at Foreign Posts of Duty - Memorsndum

SF1070 Schedule for Retirement and Disability Fund Credits

SFr1080 Vouoher for Transfers between Appropriations and/or Funds

SF1080a  Voucher for Transfers between Appropriations end/or Funds -
Memorandum (Disbursement)

SFl080b  Voucher for Transfers between Appropriations and/or Funds -
Blue (Collection)

SF1080¢  Voucher for Transfers between Appropriations and/or Funds -
Green (Collection) :

SF1095 Summary Statement of Disbursement and Collections by Apprepri-

: ‘ ation Limitations

SF1096 Schedule of Voucher Deductions ’

SF1097 Adjustment Voucher to Effect Correction of Errors

SF1097a  Adjustment Voucher to Effect Correction of Errors - Memorandum

SF1Q98 Schedule of Canceled Checks

;2-
RESTRICTED
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FORM NO.

8F1103

SF1103a .

SFL10L
Sr1105
SF1106
SF1108

SF1108a

SF1113%
SFlll3a
SF1116
SF1117
SF1118

SF1128
S$F1128a
SF1129
SF1129a
SF1129b
SF1129¢
SF1130
SF1137

KISTRICTED
STANDARD FORMS STOCKED IN CIA
TITLE

U. 8. Government Bill of Lading - Originel

U. S. Government Bill of Lading - Memorandum

Us S. Government Bill of Lading - Shipping Order

U. S. Government Freight Waybill - Original

U. S. Govornment Freight Waybill - Carriert!s Copy

Certificate in Lieu of Lost U. S« Government Bill of lading -
Original

Certificate in lieu of Lost U. S. Government Bill of lading -
Memorandum

Publioc Voucher for Transportantion Charges

Publio Voucher Tor Transportation Charges = Memorandum

Statemont of General Accounts Balances

Schedule of Balances Showing Status of Appropriations

Statement of Apportionments ond Allotment Accounts by
Appropriations

Pay Roll for Personal Services

Pay Roll for Porsonal Services - Memorandum

Voucher for Petty Purchases

Voucher for Petty Purchases - Memorandum

Voucher for Petty Purchascs - Continuation Sheet

Vouchor for Petty Purchases - Continuation Sheet (Memorandum)

Time ond Attendance Report

Lenve Record

_3_
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RESTRICTED

CIVIL SZRVICE FORNS STOCKED Iy CIL

FOR!M WO, TITLE
cslz Proof of Residence
CS1769 © Affidavit as to iombers of Family in Governmoent Sorvico
i ; Cs2803 Individual Retiroment Record
| CS2806~1 Designation, Change or Revocation of Beneficiary
: £52806-3 Notice of Corroction of Individual Retirement Record
cs2807 Register of Separations and Transfor
0S2807~1 Register of Adjustments
CsS2807-2 Amual Summary of Retiremont Fund Transactions
CS83000 Retirement Death Claim
| CS3001 Application for Retirement Annuity
| : €83002 Application for Retirement on Acnount of Disability
! (S 3005 Application for Refund of Retircment Deductions

MISCELLANEOUS FOR'IS STOCKED IN CIA

Treasury Department Forms

Wedl Imployeo's Tithholding Exenption Certificate

1737 Bond Issuance Schedule - United States Savings Bonds -
Seriegs B

17374, Bond Issuance Schedule - United States War Savings
Bonds - Serios E

6569 Power of Attorney by Individual for the Collectiun of

Checks Drawn on the Treasurer of the United States

i . Dopartaent of the Army Forms

; LGO-HD17 Requisition for Publications and Blank Forms

D43 Individual Earnings Record

TID44 Pay Roll for Personal Services (Givilian Employees)
TB4da Pay Roll for Personal Services - Continuation Sheet
TiD44b Pay Roll for Personal Services - Memorandum

ViD44c Pay Roll for Porsonal Services - Memorandun - Continuation Shest
D58 Pay Roll Change Slip

D60 Pay Roll Certification Control

D61 Individual Earnings Records Summary Control

wWD62 Hor Savings Bonds Control

Pederal Works Agency Forus

10-292 Reguest for Tork to be Performed
368 Property Pass

‘ Government Printing Office Foris

! ; R2230 Order for Standard Forms or Supplies

! : RISTRICTLED
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RE R D

" CENTRAL INTELLIGENCE AGENCY
* Washington, D, C.

;

ADMINISTRATIVE “msrﬁ ; J4. January 1950
N O . :‘. \,\ v"/,»
. ; . ,_

1. There is furnished h ndment No. 1 to the Appendix
of Administrative Instruction dated 14 Decumber 19/9,

2. This Amendment ccntains changes, deletions and additione to
the funetionel list of approved CIA forms covering the period 1 Noveme
ber through 31 December 1949.

FOR THE DIRECTOR OF CEWTRAL INTELLIGENCE:

Captain, USN
Executive

DISTRIBUTION: A.

ae

RESTRIGTED
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RESTRICTED

25X1A
Amenduent, No. 1 to Appendix of Administrative Instruction - '
Page No. 1

Acyounting, Accounts gnd Audits

Insert ahead of 33-14:

i 28=101 No Title = Letter No, 1 N6V 1949
28-102 No Title = Letter No, 2 NOV 1949

| 28-103 No Title - Letter No. 3 NOV 1949

' ‘ Insert after 33-18:

N 3326 Capital Transfors Mffecting Washington DEE 1949
; 3332 Cash Journal NOV 1949
33=34 %njifgr Foreign Qffice Capital Transfers~ DEC 1949 .
, ellow o
E 33«34 It‘ﬁ;er Foreign Office Capital Transfers- DEC 1040
f 33=34 Inter Foreign Qffice Capital Transfers— DES 1949
i Green

Ingert after 341042
36=63 Monetary Value Record NOV 1949
Action
Change edition dates of 37-1 and 37=3 to NOV 1949,
A 2} d i
Change edition dates of 595 to NOV 1949.
Page No, 2

Ingert after 37=-58:

37=73 Daily Iog of Persommel Actions DEC 1949
%;;gé") ‘Malifications Review DEC 1949
37175 Entrance on Duty Record ‘ DEC 1949
37112 Letter of Aveilability DEC 1949

FuOlingedition date of 38-1A to DEC 199,
Insert after 51-24:

5182 Trait Anglysis : NV 1949

] 51=83 Assessment Request NOV 1949

518, Evillation Sheet NOV 1949
; : RESTRICTED
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RESTRICTED

Page No, 2. (cont) N

Change edi’lsio:; date of 35«28 to NOV 1949,
PagevNo. 3

Coding

Change edition date of 60=47 to NOV 1949,
Change ddition date of $0-66 to NOV 1949,

Page No. 4
Gontrol and Follow=Tpg

Delete 30-5,
Insert after 32-12 = Blue:

32=12 Position Control - Yellow
Change edition date of 36-15 to NOV 1949,
Insert after 36-89:

36=90 Monthly Abstuiset of Issues of Gasoline,
0f1 and Operating Supplies

Change edition date of 37~15 - White to DEG 1949.

591 No Title - OXC Project Control
Change edition date of 60«65 to NOV 1949,
Insert after &0-68:

70=-11 Portable Map Catalog Card
Change edition date of 70~41 to NOV 1949,
Change edition date of 70-47 to DEC 1949,

Page No. 6

Exgpingtions and Tests
Change edition date of 37-46 to NOV 1929.
-2 '
RESTRICTED
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RESTRICTED

Page No., 6 (cont)

Fils Slips
Change edition date of 38«62 to DEC 1949,
Page No, 7

Change edition date of 51-4A to NOV 1949.
Change edition date of 5l-4A=1 to NOV 1949.
Change edition date of 587 to NOV 1949.
Pgge Ho’. 8
Tnstructs
Insert after 29=~5:
30~15 Project Assignment Sheet DEC 1949

Inventories
Insert after 36-83:

36=91 Inventory Count Slip : HOV 1949
Logsgnd Registers
Change edition dates of 35-19 and 35=42 to NOV 1949,
Page No. O |
Mm
Change editionidate of 51=52 to DEC 199,
Yadl, Courder gud Meosenzer

Change_BS—lO to read as follows:

35«16 Envelope Recsipt NOV 1949
Medicgl
Chiange 37-27 to read as follows:
‘ 37=27 Mont Report of Treatment:
B 1ly Repo 8 3 Nov 1979
| <38
RES :R;C IED
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RESTRIGTED

Page No. 9 (cont)
Medicgl (ewnt)
Insert after 37-56A:

37-57 Physical Qualification Record NOV 1949
Insert after 37-66:
3772 Request for Medical Fxamination and/or  NOV 1949
TImmmization
Page No. 10
Orders

Change edition date of 33«28 to IEC 1949.

Page No. 11
Pay Ro d_Time Record
Change 36=57 %o recd as follows:
36-57 Driver's Daily Time Sheet NOV 1949

Production
Insert zhead of 37-68:

%%—%%) Management Iaprovewment Project Report NOV 1949

Recoipts gnd Recelving
Change edition date of 35-3 %o DEC 1949.
Change 35«10 to read as follows:

35-10  Eavelope Receipt | NOV 1949
Plge Ro., 12
Begalots and Receiving

Insert after 36=67:
3693 Delivery Mcket and Receipt NOV 2949
Change edition date of 60-65 to NOV 1949.

. R (-] ex

Delste 29-20,
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Page No. 13
Bequirements
Change: edil%;ion date of 70~47 to DEC 1949, .
Insert after 70-47A:
70-49  Intelligence Information Requirements
Page No, 14
Routing, Simmglure and Memo Sheets and S1ips
Delete 151
Change edition date of 379 to DEC 1949,
Insert after 51=23:
51=85 search Materials Roubing Slip
Change 55«5 to read as follows:
555 * Internal Routing Slip = 00
Page No, 15
Status
Change edition date of 37-35 to DEC 1949.
Surveys, Studies, Investizgtions gnd Inspections
Insert after 3212
35-67 Shop Inspesction Report
Change edition date of 36=18 H6R4SO, to NOV 1949.
Change _edition date of 38-2/B to DEC 1949,
Change édition date of 38-48 to NOV 1949,
Change edition date of 38-48A to NOV 1949.
Page No. 16 ’ ' '

Jelecommnicgtions

NOV 1949

DEC 1949

DEC 1949

DEC 1949

Chanée edition date of 35+36, White (Tissue), to NOV 1349,

Insert after
RESTRICTE.D
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Page Noli 16 (cont)

Telecommmications (cont)
TInsert efter 35-50:

35=60 Mesaage Form - White NOV 1949
35=60 Message Form - Blue NOV 1949
35«60 Message Form - Yellow NOV 1949
35~61 Incoming Cable = Pink NOV 1949
35=62 Outgoing Cable = White NOV 1949
3563 Incoming Message = Green © HOV 1949
35«64, Outgoing Megsage - Blue HOV 1949
3565 Incoming Message - White NOV 1949
35-66 Outgoing Message - Yellow ROV 1949

Insert after 36-65:

36=109 No Title = Request for Telephone State- DEC 1949
ment Certification

Page No, 17

I ) ications fi g ’

Change 56=55 by deleting "Sea:ts" and substituting "Sheets®,

Iraining

Change edition date of 51=1 to DEC 1949.

Change edition date of 51=16:%0 NOV 1949,

Change edition date of 51=16 = Tissue to NOV 1949.

Iransfers

Insert after 33«3:

33=26 Capital Transfers Effecting Washington  DEC 1949

Page Mo, 18

Irgosmittals
Insert ghead of 33-101:

33-33 No Title -« Psy Roll Check Mailing Slip ROV 1949

Change edition date of 33=-28 to DEC 1949.

b
RESTRICTED
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P.ga No, 19

JYouchers
Change 33«10 to read as follows:

33%10 Confidential Funds Posting Voucher \\
Insert after 33e17: \\"
: \

J

/

33«31 ﬁlnssportation Voucher = Confidentiel |/

Hork Sheets, Charts gnd Graphs

Insert after 36e62:
36=92 Transportation Work Sheet
Ingert af'tter 60-55:

6073 Graphics Register Analysis S
hoot =
Personalities oot

il i
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[ | AT
| S

CENTRAL INTELLIGENCE AGENCY i
Washington, D. C. :

STATINTL G LY
ADMINISTRATIVE INSTRUCTION ‘ b N
NO. ‘

SUBJECT: CIA Forms,

STATINTL Rescinds Administrative Instruction -ated 3 October 1947

1, Requests for new and revised forms should be submitted to the Execu-
tive for Administration and Management on Form No. 30-1l, "Request for Ap-
proval of \Forms" (see attachment), together with draft of proposed form and
"Reproduction Requisition," Form No. 36-2, "Requests for gupplies, Equipment
or gervice;ff," Form No. 36-7, will be used in lieu of Form No, 36-2 when pro-
curement is to be made from outside sources.

2. Asslstant Directors and Staff Chiefs are responsible for insuring ap-
propriate coordination prior to subrilission of proposed forms for final action.
This coordination should provide for maximum utilization and standardization
fa intra-office or intra~agency use, including elimination of unrecessary
or essentially duplica?eur/fg%s.

3. The Management Branch, A&M, will provide procedural and format as—
sistance in development and utilization of proposed fbrms.\

e Requests for forms stocked by Services Branch, A&L{;‘\;Will be submit-
ted directly to the Supply Division, Services Branch, on Fém No. 36-T.

Se All offices which maintain an exclizsive inventory of forms will sub-
mit Form No. 36-2 or No. 36~7, as appropriate, to the Management Branch, A&M,

‘when reordering such forms.,
: 6. /TWO finished ,c':opies of all new or revised forms will be forwarded

to the Management Brench by:

R
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a. Reproduction Division, Services Branch - when forms are repro-
duced witﬁin CIA.

be Supply Division, Services Branch - when forms are obtained from
outside sources for central stocking within CIA.

¢e Using Offices - when Forms are ordered from outside sources and
stocked only within the using office.

FOR THE BCI:

TS

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3




Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

RESTRICTED /,; /
I""{ i l S /: i /(/ : ;}I‘ “ L

' Y i

CENTRAL INTELLIGENCE AGENCY S R AN A P

Washington, D, C,

ADMIHISTRATIVE INSTRUCY
NO,

SUBJECT: Forms Control and Standardization 25X1A

25X1A.
1. There is furnished herewith Amendment No, 1 to the Appendix 25X1 A’
of Administrative Instruction No‘_ dated 14 December 1949,

2, This Amendment contains changes, deletions and additions to
the functionwl list of approved CIA forms covering the period 1 HNovem-
ber through 31 December 1949. ’

IPOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

b
Executive

DISTRIBUTION: A,

RESTRIDTED

e S
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RESTRICTED -

Amendment No. 1 to Appendix of Administrative Instrudi;ion-

Page No, 1+ . . o
Accounting, Accounts and Audits

25X1A

-

Insert ahead of 33-16:

28-101 No Titlo - Letter Ne. 1 HOV 1949
28-102 No Title =~ Letter No, 2 NOV 1949

28-103 No Title - Letter No, 3 » NOV 1949

Ingert aftcr 33-18: e

33-26 Capital Transfers Affecting Washington  DREE 1949

33-32 Cash Journal . NOV 1949

33-34 Inter Foreign Office Capital Transfers~ DEC 1949
Yellow ' ‘

33-34 Inter Foreign Office Capital Transfers~ " DEC 1949
Pink :

23-34 Inter Foreign Office Capital Transfers- DEC 1949
Green

Insort after 34-104: A
36-63 Monetary Value Record NOV 1949
Action

Chenge edition dates of 37-1 and 37-3 to NOV 1949,

Change edition dates of 59-5 to NOV 1949.
Page No, 2

Applicants, Avplications, Appointments, Porgonnel and Personal Data

Insert after 37-58:

\

37~73 Daily Log of Personnel fetions DEC 1949
37=74 . . Qualifications Review ) DEC 1949
(TEST) ‘

3775 Entrance on Duty Record. . ) ) DEC 1949
37-112 Letter of Availability DEC 1949

Change edition date of 38-1A to DEC 1949".‘

Insert after 51-24:

51-82 Trait Analysic e NOV 1949

: S +51-83 .Assessment Request N _ NOV 1949

v Ble8heon < Eva luahioh Sheet L NOV 1949
l-

RES TRICTED
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RESTRICTED

Pogo No. 2 (cont)

Charpo—Out and F¢14;g_pov1cos

Change edition date of 35-28 to NOV-1949,
Page No, 3

Coding |

Change odition date of 60-47.to NOV 1949,
Change adition date of 60-66 to NOV 1949,

Page No, 4.

Control and Follow-lps
Delote.BO—él
Insert after 32-12 - Blue:

32—]7 Position Control - Yellow
Chango edltlon dato ‘of 36-15 to NOV 1949.
Insert after 36—8

36-90 Monthly ibstract of Issues of Gasoline,
' 0il and Operating Supplics

JUL 1949

NOV 1949

Change odition date of 37-15 - White to DEC 1949, . . .

Page No, 5 _
Con d I'allow-Upg (cont)
B 59-1 Wo Tltlo - OPC PTOJect Control
t Chango ‘edition dqtc of 60—65 to NOV 1949.
Insert after 60-68: -

70-11 Portable Map Catalog Card
Change odition dato of 70-41 to NOV 1949.
Change edition date of 7Q-47‘to DECvl94?.

Page No, 6
Examinations and Tosts

Change edition date of 37-46 to NOV 1949, -

-2=
RESTRICTE Dy
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RESTRICTED

" Pago No. 6 (cont)

File Slips

Chang;e odition date of 38-62 to DEC 1949.
Pago No. 7 o

IHformation Recuests, Reports and Records

Change edition date of 51-4A to NOV 19.9.
Change edition date of 51-4A-~1 to NOV 1949,
Chonge edition date of 58~7 to NOV 1949.
Page No, &
Instructions
Insort after 20=5:
_30-15 | Project Assignment Sheet ... .. . DEC 1949
Inventories R
Insert after 36-83:
36791 o Invoptory Count Slip » NOV 1949

Logs and Registers

Change edition dates of 35~19 and 35-42 to NOV 1949,
Poge No, 9 S

Logs and Registers
Change edition date of 51-52 to DEC 1949,

Mail, Couricr and Mossenger
Chango' 35-10 to read as follows:
35-16 Envelope Receipt | Nov 1949
Medical » |
Chiange 37-27 to read as follows:
l 37-27 Monthly Report of Treatments NOV 1949

e “ e e

RESTRICTILD

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3




Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

RESTRICTED

Poge No, 9 (cont)

Medical (cons)

Insort aftor 37-56A:
37-57 Physical Qualificotion Record
Insert after 37-66:

37-72 Request for Medical Ekumination dnd/or
Immunization

Page No. 10

Oedage

Change edition date of 33~28 to DEC 1949,
Page No, 11

Poy Roll and Time Records

Change 36-~57 to read as follows:
'36-57 Driver's Daily Tihe Sﬁoeﬁ
Insert ahead of 37-68:

30-14 Management Improvement Project Report .
(TEST)

Receipts and Receiving

Change edition date of 35-3 to DEC 1949,
Change 35-10 to read as follows:
35-10 Envelope Receipt |
Page No, 12

Receipts and Receiving

Insert after 36-67:
3693 Delivery Ticket and Recuipt
Change edition date of 60-65 to NOV 1949,

Reference Index

Delete 29-20,

RESTRICTED
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RESTRICTED

Pago No, 13
Reguirements
Chango edition date of 70-47 to DEC 1949,
Ingort after 70~47A:
70-49 Intolligonce Informatior;'Requiremon'bs, . NOv 1949.'

Page No. 14 -

Routing, Signature and Memo Sheoté and Slips

Delete 15-1 o

Change odition date of 37-9 to DEC 1949,

Insert after 51-23:
51-85 Rosearch Materials Routing Slip DEC 1949

‘Change 55~5 to read as follows: _ '
55-5 . Internal Routing Slip - 00 DEC 1949

Page No, 15 | H
Status
Change edition date of 37-35 o DEG 1949,

Surveys, Studies, Investigations and Inspections

Inscrt after 32;14,:
.35-67 Shop Inspection Report DEC 1949
Chango edition date of 367-18 Hop-S0 to NOV 1949,
Change edition date of 38-2/B to DEd 1949, |
Change edition date of 38-48 to NOV 1949.
Change edition date of 38-/48L to NOV 1949,
Page No, 16
Telecommunications o
Change edition date of 35-36 hite (rissue)"ﬁprbV 1949,

5
RESTRICTED.
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NESTRICTED

i Page No. 16 (cont)

Tolocommunications (cont)

Meort afber 35-50:

35-60 Messago Form - White ' NOV 1949
35-60 Mesoage Form - Blue NOV 1949
35-60 Message Form ~ Yellow NOV 1949
35-61 Incoming Cable - Pink NOV 1949
35-62 Outgoing Cable - White NOV- 1949
35-63 Incoming Message = Green NOV 1949
35-6/ Outgoing Messago - Blue o NOV. 1949
3565 Incoming Message = Whits NOV 1949
35-66 Outgoing Messago - Yellow NOV 1949

Insort aftor 36-065:

36-109 No Title ~ Roquest for Telophone State-  DEC 1949
ment Certification

Page No, 17

""""" Tolqpommunications (cont)

_ Change 56-55 by deloting "Seats" and substituting "Sheets",

Iraining -

Change edition dato of 51-1 to DEC 1949.

Change cdition date of 5i~16 to NOV 1949,

Change edition date of 51-16 - Tissue to NOV 1949.

Iransfers

Insert after 33-3:

33-26 Capital Transfors Effecting wﬁshinéton DEC 1949

§ Page No., 18 . o

Iransmittals

Insert ahead of 33-101:

33-33 No Title - Pay Roll Check Mailing Slip  NOV 1949

Travel, TransBortation and Shinning

Change edition date of 33- 28 to DEC 1949,

. —bm .
! RESTRIICTID

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3



Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

RESTRICTED

Page No, 19
Vouchers
Change 33-10 to read as follows:
33«10 Conf'idential Funds Posting Voucher NOV 19/9
Insort after 33-17:

33-31 Transportation Vouchor - Confidential NOV 1949
Funds

Hork Sheets, Charts and Graphs

Insert after 36-62:
36-92 Traensportation Work Sheet NOV 1949
Inzert after 60-55:

60~73 Grophics Register Analysis Shect ~ NOV 1949
Personalities

e
RESTRICTED
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25X1A

JAN 17 1850

RESTRICTED

l// ' CENTRAL INTRLLIGENCE AGENCY
"\J Washington, D, C, 25X1A
ADMIWISTRATIVE INSTRUCIION 12 January 1950
NO,

: 25X1A
SUBJECT: Forms Control and Standardization

1

1. There is furnished hegeoy endment No, 1 to the Appendix
of Administrative Instruction dated 14 December 1949.

2. This Amendment contains changes, deletions and additions to
the functionul list of approved CIA forms covering the period 1 Novem-
ber through 31 Docember 1949.

TOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A

aptain,
Executive

DISTRIBUTION: A,

RESTRIDTED
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RESTRIGCTED

Amendiment No, 1 to Appendix of Administrative Instrucﬁioh- 25X1A
5 o .

Page No, 1 S A S,
- Accounting, “Accounts and Audits

Insert ahead of 23-16:

28101 No Titlo - Letter No., 1 OV 1949
28-102 Ho Titlo = Lettor No. 2 NOV 1949
28-103 Ho Title - Lettor No, 3 NOV 1949

Tnsert after 33218

33-26 Capital Transfers Affecting Washington DEG 1949

33-32 Cash Journal - NOV 1949

3334 Inter Foreign Office Capital Transfers~ DEC 1949
Yellow

33-34 Inter Foreign Office Capital Transfers~ DEC 1949
Pink

23=34 Inter Foroign Office Capital Transfers~ DEC 1949
Green a

e Insorhe.afbes 34-104:
36-63 Monetary Value Record NOV 1949
Action

Change edition dates of 37-1 and 37-3 to NOV 1949.

Allotments and Allocations , .

Change”eédition dates of 59-5 to NOV 194%2.
Page No. 2 ‘ |
,A’g})_ﬁl._iﬁi_n_{;_fa__,__ﬁpplications, .;ngpoinﬁrnonts, Personnel and Personal Data
, Insert after 37-58: .

i 37-73 Daily Log of Personnel Actions DEC 1949

i 37=74 Qualifications Review DEC 1949
(TEST) ' '

*37-75 Entrance on Duty Record DEC 1949

37-112 Lotter of Availability DEC 1949

'? Chenge edition ‘dato of 38-1A to DEC 1949.
Insert afler 51-24:

. 5182 . Trait Analysic . : - NOV 1949

o memr e 51=83.. . Assessment Request L . NOV 1949
51~84 Fva 3uation Sheet NOV 1949
r - R, P o

"*RESTRICTED
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RESTRIGCTED

.Page Ho, 2 (cont)

Chargd-0ut and Flling Dovicos

Change edition date of 35-28 to NOV 1949,
Pago No, 3
Coding

Change edition date of 60-47. % NOV‘1949.
Change ddition date of 60-66 t0 NOV 1949,

Page No, 4
Control and Follow-Ups
Delete 30-5,
Insert after 32-12 - Blue:
32-12 Position Control - Yellow | JUL 1949
Change edition date of 36-15 to JOV. 1949.
Insert after 36-89:

36-90 Monthly Abstract of Issues of Gasoline, NOV 1949
0il and Operating Supplics

Change cdition date of 37-15 - lhite to DEC 1949,
; Page No," 5
Con: T ow=Upsg (eont)
59-1 No Title - OPC Project Control ‘DEC'i94§-'
o Changoleditioh datb'of 60-65 to NOV 1949,
Insert after 60-68:
7b;ll‘< Portable Map Catalog Card - ‘H NOV' 1949
Change edition dato of 70-41 to NOV 1949, | o
changc' edition date of 70-47 to DEC 1949,
Pagé No., 6 ' . h
Examinations and Tosts
| y Change odition dste of 37-46 o HOV 1949,
L - .

RESTRICTE D
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PP

BESTRIGrTED
e . . . . " s
Pago No, 6 (cont) - ‘ .
i

File

S1i

Ig

Change edition date of 38-62 to DEC 1949,
Page No, 7 '

Iff ormation Requests, Reports ang Records
Shango edition dato op 51y 4 NOV 1949,
Change edition date of 51~4A-1 to Noy 1949,
Chango edition date of 58-7 to Nov 1949,

e

Page Ho, ¢
Instructiong
Insort aftor 2952
- -~ 30-15 - Projoct Assignment Shoet .. .. - - DEC 1949
Insert after 36831
36-91 Inventory Count Slip B NOV 1949
Q@;mm Registers‘ ' H
Change edition dates op 35-19 and 35~42 %o NOV 1949,
Page No, 9

Logs and Re isters
s=ne 0 segisters

Change edition date of’ 51—52 to DEC 1949,
| Mail, Gourior ang Messengerp
,! Change 35-10 4o read as follows:
! 35-16 Invelope Receipt o _ . NOV 1949
| Cliange 3727 4o read as follows:
37—27 Monthiy Report of Treatmentg Nov 1949

o
f RESTRICTE D

. - 000100020045-3
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RES T.R ICTED
Page No. 9 (cont)
Medical (ccnt) -
Insort after 37-564:
3757 Physical Qualification Record NOV 1949
Insort after 37-66:

3772 chuest‘for Medical Examination and/or NOV 1949
i Immunization
j

Page No., 10

Ordora
] Change edition date of 33-28 to DEC 1949,
Page No, 11

Pay Roll and Time Records

Change 36-57 to read as follows:
36~57 Driver{s Daily Time Sﬁoot NOV 1949
f ‘ Insert ahead of 37-68:

?0—14) Management Improvement Project Report NOV 1949
TEST

Receipts and Receiving

f i Change edition date of 35-3 to DEC 1949,

' | Change 35-10 to read as follows:

| 35-10 Enveiqpe Receipt | NOV 1949
Page No, 12 |

Receints and Receiving

i Insert after 36-67:
] : 36-93 Delivery Ticket and Reccipt NOV 1949
Change edition date of 60-65 to NOV 1949,

Reference Index

Delete 29-20,
. o
RESTRICTED
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RESTRICTED

Paga No, 13

Requirements

Chango edition date of 70«47 to DEC 1949,
Insert after 70~47A:
70-49 Intelligonce Information Requirements
Page No. 14
Routing, Signature and Memo Shects and Slips
Delete 15-1
Change edition date of 37-9 to DEC 1949,
Insert after 51-23:
51-85 Research Materiels Routing Slip
_Change 55-5 to read as follows:
55-5 Internal Routing Slip - 00
Page No, 15.°
Status
Change edition date of 37-35-to DEC 1949,
Surveys, Studies, Investigabions and Inspections
Insort after 32-1l4: .
35-67 Shop Inspection Report
Change edition date of 36-18 Now-SO to NOV 1949,
Change edition date of 38-2/B to DEC 1949,
Change édition date of 38-48 to NOV 1949.
Change edition date of 38-48A to NOV 1949.
Page Nos 16

Telecommunications

Change edition date of 35-36 White (Tissuc) - t¢ NOV'

==
RESTRICTED
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LESTRICTED

Page No, 16 (cont)

Telocommunications ( cont)

T™agort after 35-~50:

J 35-60 Message Form - Whito NOV 1949
35-60 Message Form - Blue NOV 1949

; 35-60 Message Form - Yellow NOV 1949
T 35-61 Incoming Cable - Pink NOV 1949
! 35-62 Outgoing Cable - White NGV 1949
| 35-63 Incoming Message - Green NOV 1949
j 35=6, Outgoing Message ~ Bluo NOV 1949
. 3565 Incoming Megsage - White NOV 1949

; 35-66 Outgoing Message - Yollow NOV 1949

Insert after 36-65:

36-109 No Title = Roquest for Telephone State-  DEC 1949
ment Certification

Page No, 17
l’c.lcpomnnmication;f (cont)
L Change 56-55 by deleting "Seats" and substituting "Sheets",
| Iraining
Change edition datc of 51-1 to DEC 1949.
Change edition date of 51~16 o NOV 19/9.
L Chango edition date of 5116 -~ Tissue o NOV 1949,
[ Iransfers
v Insert after 33-3: )
: 33-26 Gapifal I;rgnéfcl's Effecting IJashington DEC 1949
Page No, 18 | -

Transmittals

Insort ahead of 33~101:

33-33 No Title - Pay Roll Chock Mailing Slip NOV- 1949

Iravel, TransPortation and Shipping

Change edition date of 33- 28 to DEC 1349,

bm
RESTIICTIZD

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3




Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020045-3

{ ' \ RESTRICTED

Page No. 19
Change 33~-10 to read as follows:
33«10 Confidential Funds Posting Voucher NOV 1949
Insert after 33-17:

33-31 Transportation Voucher - Confidential NOV 1949
Funds

Hork Sheets, Charts and Graphs
Insert after 36-62:

36~92 Transportation Work Sheet NOV 1949
Inzert after 60-55:

60-73 Graphics Register Analysis Shect - NOV 1949
Personalities

f e
RESTRICTED
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